MONTANA SCHOOL FOR THE DEAF AND BLIND
PHILOSOPHY, ROLE AND FUNCTION, VISION AND MISSION, AND GOALS

“ Education, Communication and Independence for Life" - the belief statement of the Montana School
for the Deaf and the Blind.

Role and Function

The Montana School for the Deaf and Blind, established in 1893, is mandated by the L egislature of
Montana to provide educational services to hearing and visually impaired children, ages 0 to 21, whose
impairment is such as to preclude their making normal progress in regular public schools. The school
operates under the authority of MCA 20-8-101 through 20-8-121. The State Board of Public Education
is charged by statute with responsibilities for policy and governance of the school.

The role of the Mortana School for the Deaf and the Blind is to provide statewide resource services for
sensory impaired children. The functions of the school shall include:

1) Assessment, specialized educational instruction, and residential placements for deaf and blind
children whose hearing or sight is so defective that they cannot be successfully taught and are unable to
receive a sufficient or proper education in the public schools of the state. By use of specialized methods,
materials and equipment MSDB will provide an education for the hearing impaired and visually
impaired children of this state that is commensurate with the education provided to nonhandicapped
children in the public schools and that will enable children being served by the school to become
independent and self-sustaining citizens.

2) Consultative services, training and support to parents of children with sensory impairments not yet
enrolled in an educational program.

3) Upon request, consultative services, training, and technical assistance to public schools of the state
where sensory impaired children are enrolled.

4) Information and referral services to other state agencies, organizations and individuals concerned with
services to similarly impaired people so as to provide sensory impaired children with an appropriate
comprehensive education.

5) Maintenance of a system for tracking a child identified as hearing impaired or visually impaired from
the time of impairment identification through the child's exit from intervention or educational services.

Philosophy

The philosophy of the Montana School for the Deaf and Blind is to extend to all children with sensory
impairments their rightful heritage--an educational program so planned, adapted, and conducted as to
provide them the education and opportunity to take their rightful place in a democratic society.
Fundamentally, the purpose of education for children with sensory impairments is to attain attitudes and
understanding, skills and abilities, and knowledge which make it possible for them to become self-
supporting, contributing members of society.

The Montana School for the Deaf and Blind provides statewide resource services for sensory
impairments to meet the psycho-socio-educational needs of children with sensory impairments. Hearing
impairment and visual impairment are the most severe of all educational handicaps. Nevertheless, it is
our belief that the hearing impaired child and the visually impaired child can overcome these handicaps



sufficiently to compare favorably with hearing and sighted peers in intellectual, social and emotional
development.

Vision and Mission

The vision of the Montana School for the Deaf and the Blind is to promote and maintain excellent and
comprehensive educational opportunities for every deaf, hard-of-hearing, blind, low vision and deaf-
blind child in Montana which shall lead to the highest potential for adult life of independence and self-
sufficiency; a meaningful personal, family and community life; and a useful, productive occupational
life.

As part of Montana's educational system, the Montana School for the Deaf and the Blind is committed
to promote and provide free and appropriate educational opportunities statewide, for children who are
deaf, hard of hearing, blind, low vision and deaf-blind ages birth to twenty-one. This comprehensive
education ensures these children achieve their greatest potential for independence and success.

Gods
Among the major objectives of the school are:

1 To ensure that parents of children with sensory impairments have access to parent services
inclusive of information, referral, counseling to help the family adjust to the handicapping
condition of hearing impairment or visual impairment and to assist them as they participate in the
educational planning and programming for their child.

2. To ensure that preschool children with sensory impairments have access to early educational
intervention services in the home in efforts to minimize the educational delay common to the
handi capping condition of deafness and blindness.

3.  Toensurethat school-age children with sensory impairments have access to specialized
educational direct services germane to the child's handicapping condition inclusive of language
acquisition, speech development, when appropriate orientation and mobility or sign language
skills, and maximum use of residual hearing and residua vision.

4.  Toensurethat early intervention service providers, public school personnel, other state agencies,
organizations and individuals concerned with the education of sensory impaired children, have
access to consultative services, training, and technical assistance which will support them in
providing appropriate educationa services to these children.

5.  Toensure that children with sensory impairments have access to a comprehensive educational
program which includes an instructional program ranging from preschool to twelfth grade, extra-
curricular activities, social education program, athletics, vocational education, and supportive
services comparable to that of educational opportunities generally afforded to nornhandicapped
children.

6.  Toensure that children with sensory impairments have access to vocational education and
vocational training which will enable the student to make a choice in both a vocation and a path
for post secondary training and to develop marketable skills for employment.

7. To ensure that children with sensory impairments have access to residential facilities inclusive of
child care services, health services, recreational services, and socia education, which includes
training in social adjustment and self concept development.
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MSDB
THE BOARD OF TRUSTEES

Legal Status and Operation 1000

The Board of Trustees of the Montana School for the Deaf and the Blind is the governmenta entity
established by the State of Montanato plan and direct al aspects of the School’ s operations, to the end
that students shall have ample opportunity to achieve their individual and collective learning needs.

The policies of the Board define the organization of the Board and the manner of conducting its official
business. The Board's operating policies are those that the Board adopts from time to time to facilitate
the performance of its responsibilities.

Lega Reference: §20-3-323, MCA  District policy and record of acts

Policy History:
Adopted on: 11-04-05

Revised on:



MSDB
THE BOARD OF TRUSTEES

Organization 1100

The legal name of this School is the Montana School for the Deaf and the Blind, Cascade County, State
of Montana. The School is classified as a state supported specia purpose school and must be operated
as a separate and independent unit and school of the State of Montana under the general supervision,
direction and control of the Board of Public Education.

In order to achieve its primary goal of providing each child with the necessary skills and attitudes to
become an effective citizen, the Board shall exercise the full authority granted to it by the laws of the
state. Itslegal powers, duties and responsibilities are derived from the Montana Constitution and state
statutes and regulations. Sources such as the school laws of Montana, and the administrative rules of the
Board of Public Education and the Office of Superintendent of Public Instruction delineate the legal
powers, duties, and responsibilities of the Board.

Lega References.  20-8-101 MCA Montana School for the Deaf and the Blind-
State Supported Specia School

Policy History:
Adopted on: 11-04-05
Revised on;



MSDB
THE BOARD OF TRUSTEES

Adoption and Amendment of Policies 1310

Proposed new policies and proposed changes in existing policies shall be presented in writing for
reading and discussion at aregular Board meeting. |nterested parties may submit views, present data or
arguments, oraly or in writing, in support of or in opposition to proposed policy. Any written statement
by a person, relative to a proposed policy or amendment, should be directed to the Superintendent prior
to the second (2"%) reading. The final vote for adoption shall take place not earlier than at the second
(2" reading of the particular policy.

All new or amended policies shall become effective upon adoption, unless a specific effective date is
provided in the motion for adoption.

Policies, as adopted or amended, shall be made a part of the minutes of the meeting at which action was
taken and shall aso be included in the School’ s policy manual. Policies of the School shall be reviewed
annually by the Superintendent.

Policy Manuals

The Superintendent shall develop and maintain a current policy manual which contains the policies of
the School. Each administrator, as well as staff, students, and parents, shall have ready access to the

manual. All policy manuals distributed to anyone shall remain the property of the School and shall be
subject to recall at any time.

Suspension of Policies

Under circumstances which require awaiver of a policy, the policy may be suspended by a mgjority vote
of the members present. In order to suspend a policy, all trustees must have received written notice of
the meeting, which included a proposal to suspend the policies and an explanation of the purpose of such
proposed suspension. |If such a proposal is not made in writing in advance of the meeting, the policies
may only be suspended by a unanimous vote of al trustees present.

Legal References:  §20-3-323, MCA District policy and record of acts
10.55.701, ARM Board of Trustees
Policy History:

Adopted on: 11-04-05
Revised on:



MSDB
THE BOARD OF TRUSTEES

Records Available to Public 1401

All School’ s records except those restricted by state and federal law shall be available to citizens for
inspection at the Business office.

In accordance with § 20-9-213(1), MCA, the record of the accounting of school funds shall be open to
public inspection at any meeting of the trustees. A fee may be charged for any copies requested. Copies
will be available within a reasonable amount of time following the request.

Fees will be charged as follows:

a) Copy of Board minutes or other materials - 15¢ per page

b) Time spent researching a copy project will be charged at the employee’s hourly rate of
pay.

Legal Reference: 8§ 20-3-323, MCA  District policy and record of acts

Policy History:
Adopted on: 11-04-05
Revised on;



M SDB
THE BOARD OF TRUSTEES

Page 1 of 2
School Board Meeting Procedure 1420

Agenda

The agenda for any MSDB Committee of the Board of Public Education meeting shall be prepared by
the Superintendent. Items submitted by Board members to the Superintendent shall be placed on the
agenda. Citizens may also suggest inclusions on the agenda. Such suggestions must be received by the
Superintendent at least 15 days before the MSDB Committee meeting, unless of immediate importance.
Individuals who wish to be placed on the meeting agenda must aso notify the Superintendent, in
writing, of the request. The request must include the reason for the appearance. If the reason for the
appearance is a complaint against any School employee, the individual filing the complaint must
demonstrate the Uniform Grievance Procedure step process has been followed. Citizens wishing to
make brief comments about school programs or procedures or items on the agenda need not request
placement on the agenda, and may ask for recognition by the Committee Chairman at the appropriate
time. -

The agenda must also include a“public comment” item in order to allow members of the general public
to comment on any public matter under the jurisdiction of the School that is not specifically listed on the
agenda, except that no member of the public will be allowed to comment on contested cases, other
adjudicative proceedings, or personnel matters. The MSDB Committee Chairman may place reasonable
time limits on any “public comment” item in order to maintain and ensure effective and efficient
operations of the MSDB Committee. The School shall not take any action on any matter discussed,
unless the matter is specifically noticed on the agenda, and the public has been allowed the opportunity
to comment.

Upon consent of the mgjority of the members present, the order of business at any meeting may be
changed. Copies of the agenda for the current MSDB Committee meeting, minutes of the previous
MSDB Committee meeting, and relevant supplementary information will be prepared and distributed to
each MSDB Committee member at least forty-eight (48) hours in advance of the MSDB Committee
meeting, and will be available to any interested citizen at the Superintendent’ s office twenty-four (24)
hours prior to the MSDB Committee meeting. An agenda for other types of MSDB Committee
meetings will be prepared if the circumstances necessitate an agenda.

Minutes

Staff shall keep written minutes of all open MSDB Committee meetings.
The minutes shall include:

. The date, time, and place of the meeting;

. The presiding officer;

. MSDB Committee members recorded as absent or present;

. A summary of discussion on all matters discussed (including those matters discussed

during the “public comment” section), proposed, deliberated, or decided, and arecord of
any votes taken; and
. Time of adjournment.



1420
Page 2 of 2

When issues are discussed that may require a detailed record, the MSDB Committee Chairperson may
direct the staff to record the discussion verbatim. Any verbatim record may be destroyed after the
minutes have been approved, pursuant to 8§ 20-1-212, MCA.

Unofficial agendas or minutes shall be delivered to Board members in advance of the next regularly
scheduled meeting of the MSDB Committee. Minutes need not be read publicly, provided that MSDB
Committee members have had an opportunity to review them before adoption. A file of permanent
agendas or minutes of MSDB Committee meetings shall be maintained in the Business office, to be
made available for inspection upon the request. A written copy shall be made available within five (5)
working days following approval by the MSDB Committee.

Cross Reference: 1441 Audience Participation

Lega Reference: §2-3-103, MCA

§2-3-212, MCA
§20-1-212, MCA
§20-3-323, MCA

Policy History:
Adopted on: 11-04-05
Revised on;

Public participation - governor to ensure guidelines

Minutes of meetings — public inspection
Destruction of records by school officer
School policy and record of acts



MSDB
THE BOARD OF TRUSTEES

Audience Participation 1441

The Board recognizes the value of public comment on educational issues and the importance of
involving members of the public in its meetings. The Board also recognizes the public’s statutory and
constitutional rights to participate in governmental operations. In order to permit fair and orderly
expression of such comment, the Board will permit public participation through oral or written
comments during the * public comment” section of the Board agenda and prior to afinal decision on a
matter of significant interest to the public. The Chairman may control such comment to ensure an
orderly progression of the meeting.

Individuals wishing to be heard by the Chairman shall first be recognized by the Chairman. Individuals,
after identifying themselves, will proceed to make comments as briefly as the subject permits. The
Chairman may interrupt or terminate an individual’ s statement when appropriate, including when
statements are out of order, too lengthy, personally directed, abusive, obscene, or irrelevant. The Board
as awhole shall have the final decision in determining the appropriateness of al such rulings. It is
important for all participantsto remember that Board meetings are held in public, but are not
public meetings. Members of the public shall be recognized and allowed input during the meeting,
at the discretion of the Chairman.

Cross Reference: 1420 School Board Meeting Procedure

Lega Reference: Article 1, Section 8, Montana Constitution — Right of participation
ArticleIl, Section 10, Montana Constitution — Right of Privacy
88 2-3-101, et seq., MCA  Right of participation

Policy History:
Adopted on: 11-04-05

Revised on;



MSDB
THE BOARD OF TRUSTEES
Board- Superintendent Relationship 1521

The Board- Superintendent relationship is based on mutual respect for their complementary roles. The
relationship requires clear communication of expectations regarding the duties and responsibilities of
both the Board and the Superintendent.

The Board hires, evaluates, and seeks the recommendations of the Superintendent as the School chief
executive officer. The Board adopts policies necessary to provide the general direction for the School
and to encourage achievement of School goals. The Superintendent develops plans, programs, and
procedures needed to implement the policies and directs the School’ s day-to-day operations.

Cross Reference: 6110 Superintendent

Policy History:
Adopted on: 11-04-05

Revised on:



MSDB
THE BOARD OF TRUSTEES

Annua Goals and Objectives 1610

Each year, the Board will formulate annual objectives for the School and have available awritten
comprehensive philosophy of education with goals which reflect the School’ s philosophy of education.
The philosophy of education and goals shall be in writing and shall be available to the staff and to the
public.

At the conclusion of the year, the Superintendent shall submit areport to the Board which shall reflect
the degree to which the annual objectives have been accomplished.

Legal Reference: 10.55.701, ARM Board of Trustees

Policy History:
Adopted on: 11-04-05

Revised on:



MSDB
THE BOARD OF TRUSTEES

Board Participation in Activities 1640

Members of the Board, collectively and individually, are encouraged to attend school activities, social
functions, and instructional programs, in order to view and observe such functions in operation.
Attendance at such progams as musical presentations, speech activities, clubs, dramatic productions,
and athletic events, indicates interest in school affairs and provides opportunity for more comprehensive
understanding of the total school program. Administration will provide appropriate communications to
trustees to keep them informed about activities they may wish to attend.

Policy History:
Adopted on: 11-04-05

Revised on:
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MSDB
INSTRUCTION

Goas 2000

The Montana School for the Deaf and Blind’s educational program will seek to provide an opportunity
for each child to develop to his or her maximum potential. The objectives for the educational program
are;

To foster self-discovery, self-awareness and self-discipline

To help each student develop reading and writing skill through the implementation of a
comprehensive literacy-based curriculum which meets the unique educational needs of sensory
impaired children

To provide fundamental career concepts and skills

To assure each student a successful transition from school to work, post-secondary education or
training through the implementation of a comprehensive curriculum that focuses on the unique
skills necessary for sensory impaired children to communicate, live independently, work and be
an active member of his or her community

To help the student develop sensitivity to the needs and values of others and respect for
individual and cultural differences

To help each student strive for excellence and instill a desire to reach the limit of his or her
potential

To develop the fundamental skills which will provide a basis for lifelong learning

The administrative staff is responsible for apprising the Board of the educational program’s current and
future status. The Superintendent should prepare an annual report that includes a review ard evaluation
of the School’ s strategic and comprehensive educational plans and establishment of goals and objectives
as they relate to:

A review and evaluation of the present curriculum

A projection of curriculum and resource needs

A plan for new or revised instructional program implementations
A review of present and future facility needs

Lega Reference: 10.55.701, ARM Board of Trustees
10.55.601, ARM Accreditation Standards

Policy History:
Adopted on: 07-18-03
Revised on:



MSDB
INSTRUCTION

Objectives 2010

Accreditation Standards

The Board of Public Education will review the state accreditation standards annually and providein
each school building at least one (1) copy of the standards for staff and public review.

Continuous Progress Education

The Board acknowledges its responsibility for developing and implementing a curriculum designed to
provide for sequential intellectual and skill development necessary for students to progress on a
continuous basis from elementary through secondary schoal.

The Superintendent is directed to develop instructional programs, which will enable each student to
learn at the student’ s best rate. Based on each student’s Individual Education Plan, the instructional
program shall strive to provide for:

1 placement of a student at the student’s functional level;

2. learning materials and methods of instruction considered to be most appropriate to the
student’s learning style; and

3. evauation to determine if the desired student outcomes have been achieved.

Each year the Superintendent shall determine the degree to which such instructional programs are being
developed and implemented. Accomplishment reports submitted annually shall provide the Board with
the necessary information to make future program improvement decisions.

Policy History:
Adopted on: 07-18-03
Revised on:



MSDB
INSTRUCTION

School Caendar, Length of School Y ear, and Required School Vacations 2100

The Board establishes as policy that the administration of the Montana School for the Deaf and the Blind
shall:

@ Develop and submit for Board approval ayearly school calendar having not less than 180 or
more than 186 instructiona days.

2 Such yearly calendar may be adjusted to coincide with the school calendar adopted
by Great Falls School District #1.

3 Require that al children residing in the school cottages go to their respective homes
or to other destinations specified by their parents or guardians for al residential
closings during the year.

Policy History:
Adopted on: 10-14-92
Revised on:



MSDB
INSTRUCTION

Curriculum Development and Assessment 2120

The Board of Public Education is responsible for the oversite of curriculum adoption, including the
adoption of new textbooks and new courses; duties which are delegated to the Superintendent. The
curriculum shall be designed to accomplish the learning objectives and goals for excellence contained in
the Montana School for the Deaf and the Blind's educational philosophy, mission statement, objectives,
and goals.

Deva opment and Assessment

A written sequential curriculum shall be developed for each subject area. The curricula shall address
learner goals, content and program area performance standards and School education goals, and shall be
constructed to include such parts of education as content, skills, and thinking. A curriculum review
cycle and time lines for curriculum development and evaluations shall be developed as well.

The staff and administration will suggest materials and resources, to include sypplies, books, materials
and equipment necessary for development and implementation of the curriculum and assessment that are
consistent with the goals of the education program. These materials shall be reviewed at least every five
(5) years.

In all progam areas and at all levels, the School shall assess student progress toward achieving learner
goals and program area performance standards including: the content and data; the accomplishment of
appropriate skills; the development of critical thinking and reasoning; and attitude. The School will use
assessment results to improve the education program, and use effective and appropriate tools for
assessing such progress. This may include, but is not limited to: standardized tests; criterion-referenced
tests; teacher- made tests; ongoing classroom evaluation; actual communication assessments such as
writing, speaking, and listening assessments; samples of student work and/or narrative reports passed
from grade to grade; samples of students' creative and/or performance work; and surveys of carry-over
skillsto other program areas and outside of school.

Cross Reference: 5.00 Instruction Godls
5.01 Instruction Objectives

Lega Reference: §20-3-324, MCA  Powersand duties
§20-4-402, MCA  Duties as district superintendent or county high school

principal
820-7-602, MCA  Textbook selection and adoption
10.55.603, ARM Curriculum development and assessment

Policy History:
Adopted on: 7-18-03
Revised on;
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INSTRUCTION

Program Evaluation and Student Assessment 2130

The Board of Public Education strives to achieve efficiency and effectivenessin all facets of its
operations. In order to achieve this goal, the Board shall strive to set forth:

1. A clear statement of expectations and purposes for the School’ s instructional program

2. A provision for staff, resources, and support to achieve the state expectations and
purposes; and

3. A plan for evaluating instructional programs and services to determine how well

expectations and purposes are being met. Evaluation of the education program is based
in part on the results of norm referenced and/or criterion referenced tests administered to
students on an annual basis.

Parents who wish to examine any assessment materials may do so by contacting the Superintendent.
Parental approval is necessary before administering an individual intelligence, developmental,
communication, assistive technology, speech and language, English proficiency, observational or social-
emotional, behavioral or classroom based assessments, academic achievement tests, norm referenced
and/or criterion referenced tests, local assessments or vocational evaluations. No tests or measurement
devices containing any questions about a student’ s or the student’ s family’ s personal beliefs and
practices in family life, morality, and religion shall be administered, unless the parent gives written
permission for the student to take such test, questionnaire, or examination.

Cross Reference: 3111 Student Procedures for Evaluation and Determination of
Eligibility
3601 Student Confidentiality of Personally Identifiable Information
3114 Student Procedural Safeguards

2000 Instruction Godls

Legal Reference: 20U.S.C. 8§1232h  Protection of Pupil Rights
10.55.603, ARM Curriculum Development and Assessment
10.56.101, ARM Student Assessment
PL 105-17, Sec.615 Procedural Safeguards

Policy History:
Adopted on: 11-16-03

Revised on:
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School and Cottage Closures 2221

All students, parents, and school employees should assume that school will be in session and busses
running as scheduled, unless there is official notification from the Superintendent to the contrary. Such
notice will be given via public media.

In the event that extremely cold temperatures, wind chill factors, snow, wind, or other emergency or
circumstances require a modification of the normal routine, the Superintendent will make the
modification decision prior to 6:00 A.M. and contact the public radio stations for broadcast to the
community and will initiate the emergency fan-out communication procedure to all administrators and
program supervisors.

In the event that a school closure occurs when students are in residence, a determination by the
Superintendent and the dean of students as to whether students will be sent home based on the nature
and length of the closure. Parents of residential students will be contacted if the closure necessitates
moving the students from the residentia facilities or sending them home.

Work Schedules and Responsihilities for School Closures

Superintendent

Only the Superintendent shall have the authority to close schools. The Superintendent will be on duty
throughout any existing or potential emergency situation, day or night. All orders which are of doubtful
origin should be confirmed with the Superintendent.

Administrative and General Service Program Personnel

Administrative and general service program personnel shall be expected to report for duty on their
assigned shifts in the event of any school closure insofar as is safely possible. Additional hours may be
required, especially of the maintenance supervisor, and business manager, depending on the nature of
the emergency. If it isabsolutely impossible for an administrator to report for duty, the administrator
may take the day as a persona leave day or vacation day with the permission of the Superintendent. The
program administrators shall ascertain that all buildings have been adequately secured and that any child
who mistakenly reports to school (in the event that school has been closed) is properly and safely cared
for and returned home. The administrator and this minimal support staff shall notify other staff and/or
other support employees of the situation and shall respond to telephone questions. When the situation
has been stabilized, the personnel who reported to work may choose to return home. Any one who does
not work a normal day shall then adjust his’/her work year, by memorandum to the Superintendent, by
the number of hours not worked on the day or days of school closure. If aclassified employee is unable
to or does not report for duty, the employee shall complete aleave request form to declare the day as
either personal leave, vacation, or leave without pay.
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Student Services Program Personnel

In the event that a school closure occurs when students are in residence, cottage life attendants,
counselors, food service workers and health service workers must, insofar as is safely possible, report to
work as scheduled, or as directed by their immediate supervisor. If aclassified or contracted employee
is unable to or does not report for duty, the employee shall complete a leave request form to declare the
day as either personal leave, vacation, or leave without pay.

Education Program Personnel

If schools are closed for weather or other emergency conditions, teachers, teacher assistants, interpreters,
librarians and support staff are not expected to report for duty unless directed otherwise. Education staff
will need to submit a leave request form. On days when education staff are unable to report to work
they must complete a leave request form and record time as “other”. In cases of school closures, it is
customary for the days to be made up at another time; thus contracted education staff will typically still
fulfill their contract days.

Lega Reference: §20-9-801, MCA  Emergency school closure
Policy History:

Adopted on: 11-16-03
Revised on:
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Summer Programs 2240

Upon application to and approva by the Board of Public Education contingent on availability of funding,
the Montana School for the Deaf and Blind may conduct instructional and/or educational programs during

the summer months.

Lega Reference: 10.61.103, ARM

Policy History:
Adopted on: 10-14-92

Revised on:



MSDB
INSTRUCTION

Library Materials 2310

The Montana School for the Deaf and Blind has a library and instructional materials center with the
primary objective of implementing and supporting the educational programs in the Department for the
Visualy Impaired and Department for the Hearing Impaired as well as the Outreach Program. It isthe
objective of the library to provide a wide range of materials in mediums that are accessible to sensory
impaired students at appropriate levels of difficulty, with diversity of appeal.

The provision of awide variety of library materials at al reading levels and in a variety of mediums
supports the School’ s basic principle that the school assists all students to develop their literacy skills
and interests fully so that they become capable of contributing to the further good of that society.

In support of these objectives, the Board of Public Education reaffirms the principles of intellectual
freedom inherent in the First Amendment of the Constitution of the United States and expressed in the
School Library Bill of Rights, endorsed by the American Association of School Librarians in 19609.

Although the Superintendent is responsible for the selection of library materials, the ultimate
responsibility rests with the Board.

The Board, acting through the Superintendent, thereby del egates the authority for the selection of library
materials to the principal. The principa further delegates that authority to the librarian in the school.

School library and classroom library books are provided primarily for use by MSDB students and staff.
Library books may be checked out by either students or staff. Individuals who check out books are
responsible for the care and timely return of those materials. The principal may assess fines for
damaged or unreturned books.

Students, parents, public school personnel, family support specialists and community health providers
who are served by any program of the Montara School for the Deaf and Blind may borrow books and
materials from any part of the collection currently available at the MSDB library (excluding reference
materials, journals and computer software). This includes students, parents and professional's served by
the on-campus education program in Great Falls, as well as those served by off-site consultants and
family advisors with the outreach program.

Community members and others not affiliated with MSDB may borrow books or materials from the
professional collection only. Under specia circumstances, exceptions may be made at the Librarian’s
discretion. The use of the library books outside of the School or circumstances specified in this policy is
prohibited except for inter-library loan agreements with other libraries.
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(NOTE: BY STATUTE, THE SUPERINTENDENT HAS AUTHORITY AND IS RESPONSIBLE
FOR SELECTION OF LIBRARY MATERIALS SUBJECT TO THE APPROVAL OF THE BOARD.
THE SUPERINTENDENT AND BOARD MAY NOT WANT TO DELEGATE THE
RESPONSIBILITY.)

Lega Reference: § 20-4-402(5), MCA Duities of District Superintendent or County High
School Principal
820-7-203, MCA Trustees' policies for School Library
§20-7-204, MCA School Library Book Selection

Policy History:
Adopted on: 11-16-03

Revised on:
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Procedure for Development of Library Media Collection 2310P

The selection of library materialsis a professional task conducted by the library staff. In selecting
library materials, the librarian will evaluate the existing collection; assess curricula needs; consult with
teaching and cottage staff, and administration and examine materials and consult reputable,
professionally prepared selection aids.

Materials Selection Procedures
1) Criteriafor Selection
The following criteriawill be used for the selection of materials, where applicable. Materials shall:

Support and be consistent with the general educational goals of the school.

Support and be consistent with the objectives of specific courses.

Be of a medium which is accessible and suitable for sensory impaired students.

Be current.

Have aesthetic , literary or socia value.

Be appropriate for the subject area and for the age, emotional development, ability level and
social development of those for whom the materials are selected.

Be created by competent and qualified authors and producers.

Be chosen to foster respect for and gain an understanding of the contributions made to our
civilization by minority and ethnic groups.

I. Provide a stimulus to creativity.

B Represent differing viewpoints on controversial subjects with the goal of providing a balanced
collection.

Be of acceptable technical quality.

m. Be selected in multiple copies when demand warrants.

~P QP oT
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2.) Process of Selection

a During the selection process, the librarian(s) will evaluate the existing collection and assess
curriculum and recreational needs. The library(s) will consult:

Reputable, unbiased, professionally prepared selection aids.

Teachers from departments and/or grade levels.

Cottage Life Attendants.

Bibliographies listed in textbooks adopted by the School.

Recommendations for purchase will be solicited from school personnel, students, and

parents.

b. To insure proper quality in content and technical aspects, materials may be ordered for preview
before purchase.

C. A list of proposed reading materials will be made available for review by parents, teachers,
cottage life attendants and students prior to ordering.

aghrwbdDPRE
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d. Recreational reading materials that have been ordered and received will be available for preview
by parents, teachers, cottage life attendants and students.

Parental Discretion

Parents may request in writing that their minor child/children not be allowed to check out specific book
titles, authors, and/or subjects.

Weeding

When materials no longer meet the criteria for selection, they shall be weeded. Weeding is a necessary
aspect of selection, since every library will contain works which may have answered a need at the time
of acquisition, but which, with the passage of time, have become obsolete, dated, unappealing, or worn
out.

Discarded materials will be clearly stamped:

“WITHDRAWL FROM MONTANA SCHOOL FOR THE
DEAF AND THE BLIND LIBRARY”

Materials will be discarded in compliance with 8§ 20-6-604, MCA and with Sate agency regulations.

Materials Reconsideration Procedures (complaint procedure)
If acomplaint is made (acomplaint is defined as a verbal or written statement of opposition to a
resource, requesting that it be reconsidered), the steps to be followed are:

1 Each complainant should be directed to the principal.

2. The principa will invite the complainant to complete and return the prepared reconsideration
form.

3. The principa will notify the librarian and the of the complaint.

4, If areconsideration form is completed the principal will organize a committee (the principal, two

teachers and the librarian, at least one parent, and a student representative) to reconsider the
material. The committee will make its recommendation within ten (10) school days.

5. The principa will notify the complainant of the committee decision. If the complainant requests
further action, the reconsideration form and school committee decision will be directed to the
Superintendent of schools.

6. The Superintendent will appoint a committee (the librarian, one parent, one teacher, one building
administrator and a student representative) to re-evaluate the material being questioned and to
make recommendations.

7. The Superintendent and the committee may call in representative citizens for consultation.
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2310P
8. Materials will be reviewed and reconsidered in light of objectionsraised. The committee will
make its recommendation to the Superintendent within ten (10) school days.
9. The committee’ s recommendation will be sent in writing to the complainant by the

Superintendent within five (5) school days.

10.  Within ten school days after receipt of the committee' s decision, the complainant may appeal to
the Board of Public Education. The chairperson of the Board may appoint a committee of, but
not limited to, two Board members, one administrator, one teacher ard the librarian. 1f
appointed, the committee will submit a recommendation to the Board through the Superintendent
for its consideration. In the alternative the Board may review the complaint as a body-of-the
whole.

Gifts

Gift materials may be accepted with the understanding that they must meet criteria set for book
selection. All gifts will be received by the School through the MSDB Foundation, Inc.

Cross Reference:  INSTRUCTION 2314 Textbook and Instructional Materials Reconsideration

Legal Reference: § 20-4-402(5), MCA Duties of District Superintendent or County High School
§ 20-7-203, MCA Trustees' Policies for School Library
§ 20-7-204, MCA School Library Book Selection

Policy History:
Adopted on: 11-16-03

Revised on:
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The Board of Public Education is responsible for the selection, approva and provision of textbook and
instructional materials (not to include personal consumable materials) necessary for a free public
education; duties which are delegated to the Superintendent.

Textbooks and instructional materials, for the purposes of this policy, shall be considered to be any
material used in classroom instruction, library materials, software or any materials to which a teacher
might refer a student as part of the course of instruction. This includes instructional content that is
provided to a student, regardless of its format, printed or representational materials, audio-visua
materials, and materials in electronic or digital formats (such as materials accessible through the
Internet). The term does not include academic tests or academic assessments.

Items that may be recommended, but are not necessary, for the successful completion of required
courses and items required for elective courses are to be purchased on an optional basis by the student.

Textbooks and instructional materials should provide quality learning experiences for students and:

Provide for strong instructional support in core curriculum areas, particularly in the areas of
reading and writing and the expanded core areas of vocational and life skills.

Stimulate growth in knowledge, and skills for the functional application of that knowledge.
Provide background information to enable students to make intelligent judgments.
Present opposing sides of controversial issues.

Be representative of the many religious, ethnic, and cultural groups and their contributions to our
American heritage.

Basic instructional course material in the fundamental skill areas of language arts, mathematics, science,
and social studies should be reviewed at intervals not exceeding five (5) years. All instructiona
materials must be sequential and must be compatible with previous and future offerings.

Instructional materials may be made available for loan to students when the best interest of the student
and School will be served by such adecision. Students will not be charged for normal

wear. They will be charged replacement cost, however, as well as for excessive wear, unreasonable
damage, or lost materials. The professiona staff will maintain records necessary for the proper
accounting of all instructional materials.
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Removal
Textbooks may be removed when they no longer meet the criteria for initial selection, when they are
worn out, or when they have been judged inappropriate through the Learning Materials Review Process.

Parental Review of Textbooks and Instructional Material

A student’ s parents/guardian(s) may, within a reasonable time of the request, inspect any instructional
material used as part of their child’s educational curriculum.

Parents or community members objecting to specific materials used in the School are encouraged to
submit a complaint in writing and discuss the complaint with the principal prior to pursuing a formal
complaint pursuant to the Materials Reconsideration Procedures (complaint procedure) Policy
Instruction 2310P.

Cross Reference: 2314 Instruction Textbook and Instructional Materials Reconsideration
2310P Instruction  Procedure for Development of Library Media Collection

Legal Reference: § 20-4-402, MCA  Duities of District Superintendent or County High
School Principal
§20-7-601, MCA  Free Textbook Provisions
§20-7-602, MCA  Textbook Selection and Adoption

Policy History:
Adopted on: 11-16-03

Revised on:
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Procedure for Selection, Adoption and Removal of Textbooks and Instructional Materials 2311P

Curriculum committees will generally be responsible to recommend textbooks and major instructional
materials purchases. Recommendations will be made to the Superintendent. The function of the
committee is to ensure that materials are selected in conformance with stated criteria and established
School goals and objectives. A curriculum committee will consist of representatives of the teachers,
administrators and parents of students from the department for which the materials are being purchased.
The selection for committee membership should be open, fair and result in a constituency that can best
represent the needs of the students.

Selection and Adoption

Textbooks shall be selected by a curriculum committee representing the various staff who will likely be
using the text. In most, but not all cases, an administrator will chair the committee. Each committee
should develop, prior to selection, a set of selection criteria against which textbooks will be evaluated.
The criteria should include the following along with other appropriate criteria. Textbooks shall:

Be congruent with identified instructional and curricular objectives,
Be aligned with State adopted academic standards,

Be appropriate to the instructional needs of sensory impaired students
Present more than one viewpoint on controversial issues,

Facilitate the sharing of cultural differences,

Be priced appropriately.

Removal

Textbooks may be removed when they no longer meet the criteria for initial selection, when they are
worn out, or when they have been judged inappropriate through the five (5) year curriculum review
process.

Legal Reference:  § 20-4-402, MCA Duties of District Superintendent or County High
School Principal
§ 20-7-602, MCA Textbook Selection and Adoption

Policy History:
Adopted on: 11-14-03

Revised on:
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The Montana School for the Deaf and Blind recognizes that federal law makesit illegal to duplicate
copyrighted materials without authorization of the holder of the copyright, except for certain exempt
purposes. Severe penalties may be imposed for unauthorized copying or using of audio. Visual,
electronic or printed materials and computer software, unless the copying or using conforms to the “fair
use’ doctrine.

Under the “fair use’ doctrine, unauthorized reproduction of copyrighted materials is permissible for such
purposes as criticism, comment, new reporting, teaching, scholarship or research.

While MSDB encourages its staff to enrich the learning programs by making proper use of
supplementary materials, it is the responsibility of School staff to abide by MSDB’s copying procedures
and obey the requirements of the law. Under no circumstances shall it be necessary to MSDB staff to
violate copyright requirements in order to perform their duties properly.

Any staff member who is uncertain whether reproducing or using copyrighted material in a particular
instance complies with the MSDB’ s procedures or is permissible under the law should contact the
Superintendent. The Superintendent will assist staff in obtaining proper authorization to copy or use
protected materials when such authorization is required.

Legal Reference: 17 U.S.C. 101-1010 Federa Copyright Law of 1976

Policy History:
Adopted on: 07-18-03

Revised on:
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Authorized Reproduction and Use of Copyrighted Material in Print

In preparing for instruction, a teacher may make or have made a single copy of a chapter from a book;
an article from a newspaper or periodical; a short story, short essay, or short poem; or a chart, graph,
diagram, drawing, cartoon, or picture from a book, periodical, or newspaper. A teacher may make
multiple copies, not exceeding more than one (1 per pupil, for classroom use if the copying meets the
tests of “brevity, spontaneity and cumulative effect” set by the following guidelines. Each copy must
include a notice of copyright.

1. Brevity

a A complete poem, if less than 250 words and two pages long, may be copied; excerpts
from longer poems cannot exceed 250 words.

b. Complete articles, stories or essays of less than 2500 words or excerpts from prose works
less than 1000 words or 10% of the work, whichever is less, may be copied; in any event,
the minimum is 500 words. (Each numerical limit may be expanded to permit the
completion of an unfinished line of a poem or prose paragraph.)

C. One chart, graph, diagram, drawing, cartoon, or picture per book or periodical issue may
be copied. “Specia” works cannot be reproduced in full; this includes children’s books
combining poetry, prose, or poetic prose.

2. Spontaneity. Should be at the “instance and inspiration” of the individual teacher.

3. Cumulative Effect. Teachers are limited to using copied material for only one (1) course in the
school in which copies are made. No more than one (1) short poem, article, story or two (2)
excerpts from the same author may be copied, and no more than three (3) works can be copied
from a collective work or periodical issue during one (1) course during one (1) class term.
Limitations do not apply to current news periodicals, newspapers and current new sections of
other periodicals.

Performances by teachers or students of copyrighted dramatic works without authorization from the
copyright owner are permitted as part of ateaching activity in a classroom or instructional setting. All
other performances require permission from the copyright owner.

The copyright law prohibits using copies to replace or substitute for anthol ogies, consumable works,
compilations, or collective works. “Consumable” works include: workbooks, exercises, standardized
tests, test booklets, and answer sheets. Teachers cannot substitute copies for the purchase of books,
publishers' reprints or periodicals, nor can they repeatedly copy the same item from term-to-term.
Copying cannot be directed by a “higher authority”, and students cannot
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be charged more than actual cost of photocopying. Teachers may use copyrighted materials in overhead
or opaque projectors for instructional purposes.

Authorized Reproduction and Use of Copyrighted Materials in the Library

A library may make a single copy of an unpublished work which isin its collection; and a published
work in order to replace it because it is damaged, deteriorated, lost or stolen, provided the unused
replacement cannot be obtained at afair price.

A library may provide a single copy of copyrighted material to a student or staff member at no more
than the actual cost of photocopying. The copy must be limited to one (1) article of a periodical issue or
asmall part of other materials, unless the library finds that the copyrighted work cannot be obtained
elsawhere at afair price. In the latter circumstance, the entire work may be copied. In any case, the
copy shall contain the notice of copyright, and the student or staff member shall be notified that the copy
isto be used only for private study, scholarship, or research. Any other use may subject the person to
liability for copyright infringement.

At the request of ateacher, copies may be made for reserve use. The same limits apply as for single or
multiple copies designated in “ Authorized Reproduction and Use of Copyrighted Materia in Print”.

Authorized Reproduction and Use of Copyrighted Music

A teacher may make a single copy of a song, movement or short section from a printed musical work
that is unavailable except in alarger work, for purposes of preparing for instruction.

A teacher may make multiple copies for classroom use of an excerpt of not more than 10% of a printed
musical work if it isto be used for academic purposes other than performance, provided that the excerpt
does not comprise a part of the whole musical work which would constitute a performable unit such asa
compl ete section, movement or song.

In an emergency, a teacher may make and use replacement copies of printed music for an imminent
musical performance, when the purchased copies have been lost, destroyed or are otherwise not
available.

Authorized Reproduction and Use of Copyrighted Software

For each piece of software, the School must comply with the conditions of the licensing agreement at the
time of purchase. Only the network manager or a designee may copy or install software. Software
purchased by MSDB may only be used by staff and students and only for purposed authorized by the
administration and in compliance with the licensing agreement.

Policy History:
Adopted on: 11-14-03
Revised on:
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Textbook and Instructional Materials Reconsideration 2314

Parents or community members objecting to specific textbooks or instructional materials used in the
School are encouraged to submit a complaint in writing and discuss the complaint with the principal
prior to pursuing aforma complaint pursuant to the Materials Reconsideration Procedures (complaint
procedure) Policy Instruction 2310P.

Cross Reference: Instruction 2310P — Procedure for Development of Library Media Collection

Legal Reference: §20-4-402, MCA  Duitiesof District Superintendent or County High School
Principal
8§ 20-7-602, MCA  Textbook Selection and Adoption

Policy History:
Adopted on: 11-16-03

Revised on:
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Academic Freedom, Controversial |ssues and Prayer in School 2330

The Montana School for the Deaf and Blind shall offer courses of study which will afford learning
experiences appropriate to the level of student understanding. The instructional program shall respect
the right of students to face issues, to have free access to information, to study under teachersin
situations free from prejudice, and to form, hold and express their own opinions without persona
prejudice or discrimination.

Teachers shall guide discussions and procedures with thoroughness and objectivity to acquaint students
with the need to recognize opposing viewpoints, importance of fact, value of good judgment and the
virtue of respect for conflicting opinions.

The Board encourages and supports the concept of academic freedom, recognizing it as a necessary
condition to aid in maintaining an environment conducive to learning and the free exchange of ideas and
information.

In the study or discussion of controversial issues or materials, however, the Board directs the teaching
staff to take into account the following criteria:

relative maturity of students;

School philosophy of education;

community standards, morals and values,

the necessity for a balanced presentation; and

the necessity to seek prior administrative counsel and guidance in such matters.

aghhowbdE

It is the policy of the Board not to prevent, or otherwise deny participation in, constitutionally protected
prayer in any of the school’s facilities, consistent with guidance issued by the U.S. Department of
Education and applicable judicia decisions interpreting the religion clause of the First Amendment of
the U.S. Constitution, and (1) this policy supersedes any other Board policy that is consistent with it.

Cross Reference: Student Rights and Responsibilities
3200 Student Student Rights and Responsibilities

Legal Reference: Article X, Sec. 8, Montana Constitution  School District Trustees
§ 20-3-324 (16) and 17), MCA Powers and Duties

Policy History:
Adopted on: 07-18-03

Revised on;
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Recognition of Unigue Cultural Heritages 2340

The MSDB recognizes the distinct contributions of the deaf and blind communities, American Indians,
and America’s other distinct cultures, to our traditional and contemporary art, literature, social structure,
values, heritage, history and contemporary perspectives. The curriculum adopted or used by the
Montana School for the Deaf and Blind incorporates knowledge of the distinct and unique heritage of
these cultures into the school’ s education goals. The school’ s content and performance standards reflect
the connections among these diverse groups present in our country and state’ s rich past providing
students the opportunity to develop the knowledge skills and process necessary to understand our
historical and present cultures.

In furtherance of the School’ s educational goals, the MSDB is committed to:

1. Working cooperatively with the Montana Association for the Deaf, the Montana
Association for the Blind and Montana tribes that are in close proximity to the School,
when providing instruction when implementing educational goals or adopting rules
relating to the education of the students,

2. Periodically reviewing its curriculum to ensure the inclusion of the cultura heritage of
the Deaf, the Blind and American Indians, which will include, but not necessarily be
limited to:

a considering methods by which to provide books and materials which reflect authentic
historical and contemporary portrayals of these cultures,

b. taking into account individual and cultura diversity and differences among students,

C. providing necessary training to school personnel, with the objective of gaining an
understanding and awareness of the Deaf, the Blind and American Indian cultures which
will assist the staff in its relations with deaf or blind parents, the deaf and blind
communities in Montana and American Indian students and their parents.

Cross Reference:
Lega Reference: Art. X, Sec. 1(2), Montana Constitution
20-1-501, et seq., MCA Recognition of American Indian Cultural Heritage —
Legidative Intent
Curriculum Development and Assessment

Policy History:
Adopted on: 07-18-03

Revised on;
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To be consstent with the philosophy of least redtrictive aternative for education and to maintain a
continuum of alternatives which assures the best possible availability of services and materias; the Board
authorizes the Montana School for the Deaf and Blind to provide regional services of itinerant consultants
and instructional tools, materials and books from the center at the school in Great Falls, and that these
services shal be made available to all school districts in the state and shall function in cooperation with the
regiona offices for specia education administered by the Office of Superintendent of Public Instruction. In
addition, the school shal serve as a consultative resource for parents of hearing impaired and visudly
impaired children not yet enrolled in an educationa program.

Lega Reference: ARM 10.61.102
MCA 20-8-102

Policy History:
Adopted on: 10-14-92

Revised on:
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MSDB Communication Philosophy 3010

MSDB's communication philosophy is based on (&) full access to all communication in the school
environment; (b) the importance of a child's self-expression; and (c) respect for each individua's
communicative needs. Each child, regardless of age and ability, is a communicator, with preferred
modes of receptive and expressive communication. Each student is encouraged to use his’her preferred
communication modes for demonstrating understanding and expressing wants and interests during
academic and social interactions. Staff is dedicated to enabling and respecting the communication modes
used by each student.

Principles:

1. MSDB recognizes and values the importance of the early acquisition of the English language, literacy
skills and concept development for education and communication purposes. The acquisition of these
skillsis aprimary educational goal. Thereis avital connection between literacy skills and the early
and frequent exposure to large print or Braille, American Sign Language (ASL), Signed English
(SEE), speech reading, or use of residual hearing. The school is responsible to have all needed
written and spoken information available in accessible modalities. In addition, MSDB values and is
dedicated to educating the community of the importance of the appropriate media for our students.

2. For students to have full access to the curriculum, a& MSDB and in the mainstream classes in the
Great Falls Public Schools, concepts must be comprehensible. That is, not only understandable on
the surface, but presented with language and concrete experiences which enhance, through their
depth of meaning, the cognitive and educational development of deaf, blind or visually impaired
students. Therefore, central to effective communication is the issue of what modality is used to
interact with and instruct hearing impaired students as well as interpreting environments and
presenting concrete experiences to students who are blind or visually impaired. The school will
provide sufficient staff training in the diverse communication modes used by the students, support
services, technical assistance, and sufficient time for staff to collaboratively develop the student's
communication system.

3. Inorder to insure that the communication environment is open and accessible, it is mandatory that
the appropriate visual, manual, tactile, voice, picture or technological communication
modes which are adequate for full inclusion and participation be utilized at all times when deaf,
blind, or visually impaired persons are present. Toward this end, professional training which support
MSDB's communication philosophy and principles are part of staff development. Classesin sign
language, Braille, Braille production, and assistive communication devices are offered to staff as
appropriate to their positions and are a requirement for al new employees.

Policy History:
Adopted on: 10-28-94
Revised on:
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Admission to the Education Program

The Board directs that the following procedures shall govern the admission of students at the Montana
School for the Deaf and Blind:

1. The parent or legal guardian must complete an application for admission. A medical
examination form signed by a licensed physician, evidence of immunizations required by law,
and documentation of a hearing or vision loss or impairment or the presence of a
communication disorder must be presented.

2. Students will be admitted for an initia evauation period not to exceed six weeks. The student's
parent, legal guardian or socia worker must accompany the student at the time of admission to
the educationa program. Students that reside in one of the cottages during the initial evaluation
period must be accompanied by a parent, legal guardian or socid worker at the time of
admission to the cottage program, and al required cottage permission forms must be signed
and presented.

3. At the conclusion of the evaluation period, the determination of whether or not M.S.D.B. isthe
most appropriate placement for the student will be made utilizing the Child Study Team
process following the rules and regulations established by the Office of Public Instruction.

4. Full Child Study Team meetings will be held for each student in attendance at the Montana
Schoal for the Deaf and the Blind every three years with Annual Reviews during the
intervening years to evaluate student progress, develop current and future goals, and to
determine continued placement at the Schooal.

5. Any child who, because of handicap, needs, or who is believed to need special education or
related services, will be evaluated before taking any action with respect to the initial placement
of the child a M.S.D.B. and any subsequent significant change in placement.

6. The School shell follow the mandates of the Individuals with Disabilities Education Act
(IDEA), and the Administrative Rules of Montana regarding the Child Study Team (CST)
evaluation and determination of digibility for services, development of the IEP and placement
of students.

7. The School shall follow any mandates of Montana law regarding admission of students. A
birth certificate and an immunization record are required for admission to the Schoal.

a The School requires that a child’s parents, legal guardian, or legal custodian
present to the School, within forty (40) days of admission, proof of identity
of the child (birth certificationor certified transcript).

b. In accordance with the Montana lmmunization Law, a student will not be admitted who
has not been immunized against diphtheria, pertussis, tetanus, poliomydlitis, rubella
mumps, and meades (except that pertussis vaccination is not required for persons



seven (7) years or older). If the student qualifies for conditional attendance or an
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exemption is filed as defined by Montana law, immunization may not be required.

Admission to the Residential Program

Admission of children as residents in the cottages at MSDB shall be as follows:

1.

Any child otherwise determined as appropriate for admission to MSDB, under the
IDEA and as determined by the IEP team, who resides outside the Great Falls Public
School transportation district may reside in the cottages during the regular school year
if the student does not pose athreat to others and if the residentia services available at
MSDB are sufficient to meet the student’ s needs.

Any child otherwise determined, as appropriate for admission to MSDB, under the
IDEA and as determined by the | EP team, who resides within the Gresat Falls Public
School transportation district, but is determined by the IEP, to need transitional, life
skill, or socia development, may reside in the cottages during the regular school year.

A request for the placement of any Great Falls Public School student into the
residential program must be reviewed by the Superintendent, dean of students, and

principal.

Placement of any student in the residential program must be concurred by the student’s
parent(s) or guardian and is subject to annua review at the time of the |EP mesting.

Placement in the Education Program

The goal of MSDB shall be to place students at levels and in settings that will enhance the probability of
student success. Developmental testing, together with other relevant criteria, including, but not limited to,
hedth, maturity, emotiona stability, and disabilities, may be considered in the placement of each student.
Fina disposition of al placement decisions rests with the | EP team.

A student will be admitted for an initia evaluation period not to exceed six weeks. The student’s
parent, legal guardian or social worker must accompany the student at the time of admission to the
educational program. A student who resides in one of the cottages during the initia evaluation
period must be accompanied by a parent, legal guardian or social worker at the time of admission to
the cottage program, and all required cottage permission forms must be signed and filed with the
dean of students.

During the evauation period, the student will be placed under the provisions of the current IEP in
which the LEA referred the student to MSDB.

At the conclusion of the evaluation period and within practical limitations of time, but not exceeding
sx weeks after admission to MSDB, a Child Study Team (CST) meeting shall be called to consider
information from the evaluation and, following the rules and regulations established under IDEA
and by the Office of Public Instruction, the CST shdl use the IEP process to determine whether or
not MSDB is the most appropriate and least restrictive placement in which the student’ s educational



needs can be met. The IEP team’ s composition will comply with the rules and regul ations adopted
by the Office of the Superintendent of Public Instruction.
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An |EP team shall be called yearly for reassessment of the child’s placement at the school. An IEP
meeting will be called whenever any significant change in a child’s program or placement is
consdered. The LEA shall remain amember of the |EP team.

A full CST meeting will be held for each student enrolled in the Montana School for the Deaf and
the Blind every three years. Annual reviews will occur during the intervening years to evaluate
student progress, develop current and future goals, and to make recommendations concerning the
student’ s continued placement at MSDB.

Program, Grade or Classroom Placement

Determination of program, grade and or classroom placement of any student admitted to the MSDB for an
initial evaluation will be mede by the intake coordinator based in areview of the student file, discussions
with the referring school district, the student’s parent(s) or guardian and MSDB staff. Thefinal placement
will be determined by the |EP team at the end of the initial evaluation period.

Credit Transfer for Secondary Student

Montana Accreditation Rules and Standards, in accordance with loca aternate procedures for earning
credit, shall be applied to al credit transfer reviews. Requests for transfer of credit and/or grade placement
from any non-accredited, nonpublic or home school shall be subject to examination and approval by the
|EP team before the student is accepted by MSDB. Any such credit will be posted to a student’ s transcript
by the referring LEA.

When reviewing coursework for credit evaluation, the |EP team will:

1.

Document that the student has spent approximately the same number of classroom hours in the non-
accredited, non public or home schooal as the student would spend in aregular class at MSDB;

Document that the student followed a curriculum, which is substantially similar to that in the course
for which they are requesting credit;

Document that in the event of arequest for credit in alab, industrial arts, or music course, the
equipment and facilities were sufficient to meet the required learning activities of the course;

Require that the student has satisfactorily passed, in all courses in which afinal exam is normally
given, afinal exam that was prepared and administered by a staff member in the MSDB.

The MSDB will give credit only for non-accredited, nonpublic or home school courses that have met al
requirements as specified by Montanalaw. Credit from non-accredited, non-public or home school
coursework will only be accepted when a like course is offered at MSDB.

The student’s MSDB transcript will record courses taken in non-accredited, non-public or home school
settings by indicating the title of the course, location where the course was taken, and the grade earned.

For purposes of calculation of class rank, only those courses taken in an accredited school will be used.
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Transfer to Local Education Agency

School palicies regulating pupil enrollment from other elementary and secondary schools are designed to
protect the educational welfare of the child and of other children enrolled at the MSDB.

The transfer of students from the Montana School for the Deaf and the Blind to another educational
placement shall occur pursuant to:

1 Recommendation of the IEP team,
2. Concurrence by the parents; and

3. Consultation with and acceptance by the loca education agency.

Legal Reference: IDEA PL 94-142
10.16.3007, ARM Eligible Students Under the IDEA
10.16.3320, ARM Referral
10.16.3321, ARM Comprehensive Evaluation
10.16.3322, ARM Composition of a Child Study Team
10.16.3340, ARM Individualized Education Program and
Placement Decisions
§20-5-101, MCA Admittance of Child to School
§20-5-403, MCA Immunization required — release of
acceptance of immunization records
§20-5-404,MCA Conditional attendance
§20-5-405, MCA Medical or religious exemption
§20-5-406, MCA Immunization record
10.55.601 et seg., ARM Accreditation standards
10.51.204, ARM Transfer to Local Education Agency
Policy History:

Adopted on: 10-14-92
Revisedon: 11-14-03
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Procedures for Evaluation and Determination of Eligibility 3111

Procedures for evaluation and determination of eligibility are conducted in accordance with the
procedures and requirements of CFR 300.530-536 and the following state administrative rules:
10.16.3320 Referral; 10.60.103 Identification of Children With Disabilities; 10.16.3321 Comprehensive
Educational Evaluation Process; and 10.16.3322 Composition Of A Child Study Team.

Legal Reference: 34CFR 300.530-536
ARM 10.16.3320-3322
ARM 10.16.3010

Policy History:
Adopted on: 07-12-01

Revised on:
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Least Restrictive Environment 3112

To the maximum extent appropriate, children with disabilities, at MSDB, are educated with children
who are nondisabled and that special classes, separate schooling or other removal of children with
disabilities from the regular educational environment occurs only if the nature or severity of the
disability is such that education in regular classes with the use of supplementary aids and services cannot
be achieved satisfactorily. Educational placement decisions are made in accord with 10.16.3340ARM
and the requirements of CFR 300.550 through 300.556 and a continuum of alternate placements are
available as required in CFR 300.551.

Legal Reference: 34CFR 300.550-551,556
ARM 10.16.3340

Policy History:
Adopted on: 07-12-01

Revised on;
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Full Education Opportunity Goal 3113

1. The Montana School for the Deaf and the Blind serves students either on or off campus from the
agesof 0— 21 years.

2. This agency serves al enrolled students between the ages of 0-21 or until completion of their
high school educational curriculum. Each student’s program is directed by an IEP.

3. Beginning at age 14 and older, al students are referred to the Department of Social
Rehabilitation Services for services, and a statement is developed to address their transition
needs.

Lega Reference: 34CFR 300.222

Policy History:
Adopted on: 07-12-01
Revised on:
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Procedural Safequards 3114

The Montana School for the Deaf and the Blind implements the procedural safeguard procedures as
identified in CFR 300.500-300.529 and 10.16.3129 ARM and provides a copy of the brochure, “Parental
Rightsin Specia Education,” to the parent a reasonable amount of time before the district(s):

@ Proposes to initiate or change the identification, evaluation, or educational placement of
the child or the provision of free, appropriate public education to the child; or

2 Refuses to initiate or change the identification, evaluation, or educational placement of
the child or the provision of free, appropriate public education to the child.

Lega Reference: 34 CFR 300.129
34 CFR 300.500-300.529
10.16.3129, ARM

Policy History:
Adopted on: 07-12-01

Revised on;
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Residence of Children at Montana School for the Deaf and the Blind 3115

As a gtate school with boarding facilities, the Montana School for the Deaf and the Blind serves day
students as well asresidential students.

Day students are those enrolled students who live a home and commute to school on adaily basis on
transportation provided by local school boards or parents.

Boarding students are those students whose area of residence is of such distance and travel time asto
preclude their daily commuting to school. While mandatory home-goings are required for al students
periodically, students are encouraged to return home each weekend.

Students residing in Cascade County and surrounding counties which provide daily transportation are to be
day students as a matter of school policy except for extenuating circumstances. Exemption from this
generd policy will be considered on an individua basis ypoon written application to the Superintendent and
contingent upon availability of space in the appropriate age/grade cottage.

Day students may reside occasionaly in cottages in connection with school activities such as alate return
from an away game or an early next day departure for a school activity or special school/cottage activities.
Parents are responsible for contacting the dean of students to ascertain the availability of cottage space and
to provide written permission in advance for their son/daughter to reside on campus.

Day students may be kept after school for field trips, student activities, athletic practice, or behavior
management with prior parental permission and transportation arrangements.
Legal Reference: ARM 10.16.202

Policy History:
Adopted on: 10-14-92
Revised on:
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Children in Private Schools 3117

The Montana School for the Deaf and the Blind implements services to children enrolled in private
schools by their parents in accord with the requirements and procedures in CFR 300.453-300.462 and
10.16.3122 ARM. If achild with adisability is placed in or referred to a private school or facility by the
school district, the district will provide special education and related services in accord with the
requirements and procedures of CFR 300.401 and 10.16.3122 ARM.

Legal Reference: 34 CFR 300.133
34 CFR 300.401
34 CFR 300.453-462
ARM 10.16.3122

Policy History:
Adopted on: 07-12-01

Revised on:
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Admission of Non-Resident Students to the Montana School for the Deaf and Blind 3118

When the physical facilities and staff of the school are not utilized to their fullest for residential children of
Montana, the Superintendent is authorized to consider applications for admission for students who are not
residents of Montana.

Tuition for students who are not residents of Montana will be set at the average cost of serving residential
students the preceding fiscal year. Transportation costs, long distance telephone costs ard all other costs
attributable to the student's nonresident status are the responsibility of the student's parents or the state of
residence of the student.

Admission policies and all other pertinent school policies will apply to nonresident students. Continued
enrollment of nonresident students will be reviewed annualy.

Lega Reference: ARM 10.16.203
MCA 20.8.107

Policy History:
Adopted on: 10-14-92
Revised on:
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Child Find 3120

The Montana School for the Deaf and the Blind is a state operated program providing special education
services to all students enrolled. The school is a placement option Loca Education Agencies (LEA)
consider for sensory impaired children.

Activities performed throughout the school year include annual audiological assessment of all students
in attendance, visual screening for al students and Usher Syndrome screening for students in middle and
senior high school, dental screening for all residential students, scoliosis screening for studentsin the 5™
through the 8™" grade, psychological evaluation for all students upon initial intake and then on an as
needed or every three year update basis, speech/language assessment for al students on initial intake and
then on an as needed basis. These services are provided variously through the psychology and
speech/language department where pertinent records are maintained in the academic office and included
as part of the student’s CST/IEP file, and in the health services department which maintains files of a
medical and general health nature and is responsible for parent contact regarding results of all medical
screenings.

Based on identified needs, students at all levels are eligible for participation in physical therapy,
adaptive physical education, and orientation/mobility. Records for these activities are maintained in the
academic records and become part of the student’s IEP records. These records are variously generated
by the physical therapist, physical recreation specialist, and orientation/mobility instructor.

MSDB is charged by the Legidature to serve as a resource center providing information, consultation,
technical assistance, and leadership 1) to parents of deaf and blind children from birth through age 21, 2)
to public schools of Montana who have deaf and blind children enrolled, and 3) to organizations and
individuals concerned with services to deaf and blind children. MSDB works closely with the service
providers for deaf and blind children birth through age three and with the Office of Public Instruction in
addressing the needs of these children. There is no charge to the school district, service provider or
parents for any outreach services. The outreach consultants take on many roles. The consultants, in
addition to other members of the educational team, plan appropriate academic programs for deaf and
blind children wherever they may live.

Legal Reference: 34 CFR 300.200
MCA 20.8.102

Policy History:
Adopted on: 07-12-01
Revised on:
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Attendance 3122

The entire process of education requires continuity of instruction, classroom participation, learning
experiences, and study in order to reach the goal of maximum educational benefits for each individual
child. Theregular contact of students with one another in the classroom and their participation in
instructional activities under the direction of a competent teacher are vital to this purpose. Attendance
reflects a student’ s dependability and is a significant factor on the student’s permanent record.

When a student is absent or late, a telephone call or a note from the parent or guardian, houseparent or
infirmary staff isneeded. Notes must be given immediately to the attendance secretary. If the absence
isless than afull day, the student will be required to obtain an admit/release dip from the attendance
secretary before being alowed to enter class. All absences will be recorded on the report card.  School-
related absences will appear separately on the report card.

Activities or Preplanned Absences

In situations in which the student knows in advance that he or she will be absent, it is the student’s
responsibility to notify teachers prior to being absent. Teachers may require work that will be missed to
be completed and turned in prior to departure, or they will make arrangements with the students for
work to be completed within a reasonable period of time.

Absences for school-sponsored activities are excused, but students are held responsible to complete any
work missed. In order to participate in an extracurricular activity, including practice for an activity,
students must attend school during the afternoon of the date of the event or in the afternoon on the last
school day prior to the activity, if the activity falls on a non-school day. Exceptions may be made by the
administration.

Excused Absences

A student is excused when absent due to:

[lIness

Bereavement

Lega Appointment

Family Emergencies

Approved School-Related Absence

Schoolwork missed during an excused absence can be made up at full credit. Teachers will make
arrangements with the students for work to be completed within a reasonable period of time.

Unexcused Absences

Unexcused absences are not acceptable. When students are absent without appropriate authorization,
they are considered to be truant under 20-5-103, MCA. When a student engages in repeated truancies, a
conference will be held among the parent(s), student, and principal. At such a conference, the principal,
student and parent(s) shall consider adjusting the student’s program, transferring the student to another
school or engaging in family counseling.
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Ten-Day Policy

The Board of Public Education believes that classroom participation is an important part of the learning
experience. Therefore, no student shall receive credit for a semester of work in any course in which
he/she has had in excess of 10 unexcused absences.

Absences maybe be excused by the Principal for the following reasons:

1) School-Related — The student is absent because of a school approved activity or travel.

2) lllnessor Serious Injury — The student is absent because of an illness or injury. Inthese
cases the parent/guardian must notify the school by phone or in writing. The principal may
request verification from an attending physician.

If the student cannot produce acceptable documentation, an unexcused absence will be issued, and
penalties prescribed in the Code of Student Behavior will be applied.

When a student has 5 unexcused absences the principal / supervising teacher will send the student’s
parent(s) or guardian(s) aletter of notification. Another letter of notification will be sent when a student
reaches 7 unexcused absences.

The principal may waive the provisions of this rule based onspecial circumstances and/or emergencies
that are unavoidable. A conference will be scheduled with the student, parent(s) or guardian(s) and the
principal before the absence is excused.

Tardies

Students must be seated at their desks at the beginning of each class period. An admit/release slip will
be required for the student to enter the classroom after the period begins. Upon return from mainstream
classes in the public schools, students must immediately report to their next period class or study hall.
Students must have permission and an admit/release slip from their teacher or supervisor before they
will be allowed to go to any other part of the school building or campus for any reason.

Teachers will keep arecord of absences and tardiness; consequences for classroom tardies should be
handled by the teacher. At the discretion of the teacher, detention may be given for tardies. When a
student’ s tardiness becomes frequent or disruptive, the student may be referred to the principal for
violating Student Policy 3310, Code of Student Behavior, “Habitual Behavior.”

Lega Reference:
20-5-101, MCA Admittance of child to school
20-5-103, MCA Compulsory attendance and excuses
20-5-104, MCA Attendance officer
20-5-108, MCA Tribal agreement with district for Indian child compulsory attendance and
other agreements

Policy History:
Adopted on: 01-10-03
Revised on:
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Education of Homeless Children 3125

Each child of a homeless individual and each homeless child has equal access to the same free,
appropriate public education as provided to other students. The Board must assign and admit a child
who is homeless to the School regardliess of residence and irrespective of whether the homeless child is
able to produce records normally required for enrollment. The Board may not require an out-of-district
attendance agreement and tuition for a homeless child.

The Superintendent or designee shall review and revise rules or procedures that may act as barriers to
the enrollment of homeless children and youths. In reviewing and revising such procedures,
consideration shall be given to issues concerning transportation, immunization, residence, birth
certificates, school records, and other documentation.

Homeless students shall have access to services comparable to services offered to other students,
including but not limited to:

1. Transportation services
2. Educational services for which the student meets eligibility criteria (e.g., Title )
3 Educational programs for children with disabilities and limited English

proficiency

4, Programs in vocational and technical education, as well as programs for gifted
and talented students; and

5. School nutrition program

The Superintendent or designee shall give specia attentionto ensuring the enrollment and attendance of
homeless children and youths not currently attending school. The Superintendent shall appoint aliaison
for homeless children.

A “homeless child” is defined as provided in the McKinney Homeless Assistance Act.

A complaint regarding the placement or education of a homeless child shall first be presented orally and
informally to the School’ s homeless liaison/coordinator. Thereafter, a written complaint must be filed in
accordance with the School’s Uniform Grievance Procedure.

Note: Thispolicy isrequired for a district receiving federal funds under Titlel.

Cross Reference: Uniform Grievance Procedure Community Relations 4700

Lega Reference: 42 U.S. C. 811431, et seq. McKinney Homeless Assistance Act
§20-5-101, MCA Admittance of Child to School

Policy History:

Adopted on: 11-16-03
Revised on:
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Identifying the Need for and Appointing Surrogate Parents 3126

It is the responsibility of the Board of Public Education to nominate a surrogate parent for approval by
the Montana Y outh Court whenever it is determined that a student is in need of a surrogate parent.

When a parent of a student cannot be identified or is unknown, the superintendent must take steps to
determine the need to nominate a surrogate parent. The parent cannot be identified or is unknown when:

a the school has no record available of the parent, and
b. the school has no record available of the appointment of alegal guardian.

When the parent of the student cannot be determined or is unavailable, the school must take steps to
determine the need to nominate a surrogate parent. The parent cannot be located or is unavailable when:

a the school receives no response to a combination of phone calls, certified letters
or persona visits to the last known address, and

b. the school documents at least three attempts to contact parents, regarding special
education evaluation, identification, placement or free appropriate public
education. “Unavailable” means that after reasonable efforts, the whereabouts of
the parents cannot be discovered. Uncooperative or nonresponsive parents should
not be considered “unavailable”.

Lega Reference: 20-7-461, MCA, 10.16.3504, ARM

Policy History:
Adopted on: 11-16-03

Revised on:
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Procedure for Nominating and Appointing a Surrogate 3126P

The process to determine the need for a surrogate parent and the nomination of a surrogate parent must
include:

a Reviewing the need for a surrogate parent when a student is referred to and enrolls at the
school, conditions change in a student’ s relationship with the current parent or guardian,
e.g. death, disappearance.

b. If the conclusion is that a surrogate parent must be appointed, the Board must nominate a
candidate within thirty (30) days of the date of determination.

C. Any adult from the area that meets the qualification for a surrogate parent may be
nominated. If the person is not trained, the school must ensure that training is provided.
Training should include an introduction to terms, definitions and disabling conditions
under specia education regulations, an overview of state and federal education laws and
specia education service delivery models, understanding of the Child Study Team
process and Individualized Education Programs, an explanation of procedural safeguards
and available resources for surrogate parents.

d. Nomination of an appropriate surrogate parent in accordance with 20-17-414, and 20-7-
461, MCA, 10.16.1104, ARM, and 20 USC Sec. 1415 and 34 CFR 300.514. The school
shall ensure that the nominated surrogate has no interests which conflict with the interest
of the child he or she represents, and has knowledge and skills that insure adequate
representation of the child. A person nominated as a surrogate may not be an employee
of a public agency which isinvolved in the education or care of the child, and a person
who is otherwise qualified to be a surrogate parent may not be an employee of an agency
solely because he or sheis paid by that agency to serve as a surrogate parent. The
surrogate parent may represent the child in al matters relating to the identification,
evaluation and educationa placement of the child and the provisions of afree,
appropriate public education to the child.

e The candidate’ s name is submitted on a petition to Y outh Court along with necessary
supporting documentation for appointment of the surrogate parent.

f. The Y outh Court Judge signs the order appointing the nominee as surrogate parent.
s} If the Y outh Court does not appoint the nominee, the Board must make another
nomination.

Lega Reference: 20-7-451, MCA, 10.16.3504, ARM

Policy History:
Adopted on: 11-16-03

Revised on:
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Student Rights and Responsibilities 3200

All students are entitled to enjoy the rights protected by the Federal and State Constitutions and laws for
persons of their age and maturity in a school setting. Students should exercise these rights reasonably
and avoid violating the rights of others. Students who violate the rights of others or violate MSDB
policies or rules will be subject to disciplinary measures.

Cross Reference: Searches and Seizures
Student Discipline

Lega Reference: §20-4-302, MCA  Discipline and Punishment of Pupils — Definition of
Corporal Punishment
§20-5-201, MCA  Duties and Sanctions
Tinker v. Des Moines Ind. Sch. Dist., 89 S. Ct. 733 (1969)

Policy History:
Adopted on: 10-14-92

Revised on:
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Equal Education, Nondiscrimination and Sex Equity 3210

Equal educational opportunities shall be available for al students without regard to race, color,
national origin, ancestry, sex, ethnicity, language barrier, religious beliefs, physical and menta
handicap or disability, economic or socia conditions, or actual or potentia marital or parenta status
or status as a homeless child. Any student may file a discrimination grievance using the procedure
that follows this policy.

MSDB will not tolerate hostile or abusive treatment, derogatory remarks, or acts of violence
because of disability against students, staff, or volunteers with disabilities. MSDB considersthis
behavior to condtitute discrimination on the basis of disability, in violation of state and federal law.

Inquiries regarding discrimination or intimidation should be directed to the MSDB Title IX Coordinator.
An individual with a complaint aleging a violation of this policy shal follow the Uniform Grievance
Procedure.

In compliance with federal regulations, MSDB will notify annuadly al students, parents, staff, and
community members of this policy and the designated coordinator to receive inquiries. Notification should
include the name and location of the coordinator and will be carried in al handbooks.

Accommodating I ndividuals with Disabilities

Individuals with disabilities shall be provided an opportunity to participate in all school-sponsored services,
programs, or activities on a basis equal to those without disabilities and will not be subject to illegal
discrimination.

MSDB may provide auxiliary aids and services where necessary to afford individuals with disabilities equal
opportunity to participate in or enjoy the benefits of a service, program, or activity.

The Superintendent shall designate the Americans With Disabilities Act, Title 11 Nondiscrimination
Coordinator who is directed to:

1. Oversee the MSDB’ s compliance efforts, recommend necessary modifications to the Board,
and maintain MSDB’s find Title |1 sdlf-evaluation document and keep it available for
public inspection for at least three (3) years after its completion date.

2. MSDB plans to make information regarding Title I’ s protection available to any interested
party.

Individuals with disabilities should notify the Nondiscrimination Coordinator, principal or dean of students
if they have a disability which will require specia assistance or services and, if so, what services are
required. This notification should occur as far as possible before the school-sponsored function, program,
or mesting.

Individuals with disabilities may alege a violation of this policy or federa law by reporting it to the Title 11
Nondiscrimination Coordinator, or by filing a grievance under the Uniform Grievance Procedure.
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TitleIX

The Board of Public Education hereby adopts as policy for the Montana School for the Deaf and the Blind,
the following Title IX and sex discrimination statement:

Montana School for the Deaf and the Blind does not discriminate against any person on the basis of sex in
the educationa programs or activities which it operates in accordance with requirements of Title IX of the
Educationa Amendments of 1972.

@

@)

3

(4)

Q)

(6)

No person shall, on the basis of sex, be denied equal access to programs, activities, services,
or benefits or be limited in the exercise of any right, privilege, or advantage, or denied equa
access to educationa and extracurricular programs and activities.

The school may provide separate toilet, locker room and shower facilities on the basis of
sex, but such facilities provided for a student of one sex shal be comparable to those
provided for students of the other sex.

The school shall not provide any course or carry out any education program or activity
separately, or require or refuse participation therein by any of its students, on the basis of
sex. Thisincludes hedlth, physical education, industrial, business, vocational, technical,
home economics, music, and adult education courses. (NOTE: With respect to physical
education classes, the schools must comply with the regulations as soon as possible but in no

more than one year for elementary schools and in no more than three years for secondary
schoals.)

Students in physical education classes may be grouped by ability as assessed by objective
standards of individual performance developed and applied without regard to sex.

Students may be separated by sex within physical education classes during participation in sports
which involve bodily contact.

Where use of a single standard of measuring skill or progressina physica education class
has an adverse effect on members of one sex, the school shall use appropriated standards
which do not have that effect.

Portions of classes which deal exclusively with human sexuality may be conducted in
separate sessions for boys and girls.

Schools shall not discriminate against any person on the basis of sex in the counseling or
guidance of students. Where a school finds that a particular class contains a substantially
disproportionate number of individuals of one sex, it shall take steps necessary to assure that
such disproportion is not the result of discrimination in counseling.

A school shall not discriminate on the basis of sex in providing financial assistance to any
student.

A school shdl not apply any rule concerning a student's actual or potentia parental, family
or marital status which treats students differently on the basis of sex.
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education program or activity, including any class or extracurricular activity, on the basis of
such student's pregnancy, unless the student requests voluntarily to participate in a separate
program.

) No person shal be discriminated against on the basis of sex in any interscholastic, club or
intramural athletics offered by the school, and the school shall not provide any such athletics
Separately on such basis.

A school may operate or sponsor separate teams for members of each sex where selection for the
teams is based on competitive skill or the activity involved is a contact sport. However, in
noncontact sports, where the school sponsors a team for one sex but not for the other and athletic
opportunities for the other have previoudy been limited, members of the excluded sex must be
allowed to try out for the team offered.

A school which operates or sponsors interscholastic, club or intramural athletics shal provide equa
athletic opportunity for members of both sexes.

Schools are granted a one (elementary) or three (secondary) year adjustment period to comply with
these requirements.

Lega Reference: Art. X, Sec. 7, Montana Constitution — Nondiscrimination in Education
8 49-2-307, MCA — Discrimination in Education
24.9.1001, et seq., ARM - Sex Discrimination in Education
No Child Left Behind Act of 2001 (P.L. 107-110)
Americans With Disabilities Act., 42 U.S.C. 88 12111, et seq., and 12131,
et seq.; 28 C.F.R. Part 35.
Section 506 of the ADA

Cross Reference: Student Uniform Grievance Procedure — Student 3215P

Policy History:
Adopted on: 10-14-92
Revised on: 07-18-03
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Student Uniform Grievance Procedure 3215P

Any student who believes that the Board of Public Education, its employees or agents have violated
their rights guaranteed by the State or Federal constitution, State or Federal statute, or Board policy may
use this grievance policy.

The Montana School for the Deaf and the Blind will endeavor to respond to and resolve complaints
without resorting to this grievance procedure and, if a complaint isfiled, to address the complaint
promptly and equitably. The right of a person to prompt and equitable resolution of the complaint filed
hereunder shall not be impaired by the person’s pursuit of other remedies. Use of this grievance
procedure is not a prerequisite to the pursuit of other remedies, and use of this grievance procedure does
not extend any filing deadline related to the pursuit of other remedies.

Leve 1: Informa

A student with a complaint is encouraged to first discuss it with the teacher, counselor, or building
administrator involved, with the objective of resolving the matter promptly and informally. An
exception is that complaints of sexual harassment should be discussed with the first line administrator
who is not involved in the aleged harassment.

Level 2: Principal or Dean of Students

If the complaint is not resolved at Level 1, the grievant may file a written grievance stating: 1) the
nature of the grievance and 2) the remedy requested. It must be signed and dated by the grievant. The
Level 2 written grievance must be filed with the principal if the complaint arises in the education
program or with the dean of students if the complaint arises in the residential program. The grievance
must be filed within thirty (30) days of the event or incident.

If the complaint aleges aviolation of Board policy or procedure, the principal or dean of
students shall investigate and attempt to resolve the complaint. A decision on the
grievance shall be made in writing within 20 days after it wasfiled. If either party is not
satisfied with the principal or dean’s decision, the grievance may be advanced to Level 3
by requesting in writing that the Superintendent review the principal’s or dean’s decision.
This request must be submitted to the Superintendent within fifteen (15) days of the
principal’s or dean’s decision.

MSDB has appointed a Nondiscrimination Coordinator to assist in the handling of
discrimination complaints if acomplaint alleges aviolation of Title IX, Title I, Section
504 of the Rehabilitation Act, or sexual harassment, the principa or dean shall turn the
complaint over to the Nondiscrimination Coordinator for investigation of the complaint.
The Coordinator will complete the investigation and file the report with the
Superintendent within thirty (30) days after receipt of the written grievance. The
Coordinator may request the services of an outside investigator. If the Superintendent
agrees with the recommendation of the Coordinator, the recommendation will be
implemented. If the Superintendent rejects the recommendation of the Coordinator,
and/or either party is not satisfied with the recommendations from Level 2, either party
may make awritten appeal to the Board of Public Education seeking a hearing. The
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request for a hearing must be received by the Executive Secretary of the Board of Public
Education within fifteen (15) days of receiving the report of the Coordinator.

Level 3: Superintendent

Upon receipt of the request for review, the Superintendent shall schedule a meeting between the parties
and the principal or dean. The parties shall be afforded the opportunity to either dispute or concur with
the principal’s or dean’ s report. The Superintendent shall decide the matter within ten (10) days of the
meeting and shall notify the partiesin writing of the decision. If the Superintendent agrees with the
recommendation of the principal or dean, the recommendation will be implemented. If the
Superintendent rejects the recommendation of the principal or dean, the matter may either be referred to
an outside investigator for further review or resolved by the Superintendent.

If either party is not satisfied with the decision of the Superintendent, the Board of Public Education is
the next avenue for appeal. A written appeal must be received by the Executive Secretary of the Board
within fifteen (15) days of receiving the Superintendent’ s decision. The Board is the policy-making
body of the school, however. Appealsto that level are limited solely to the issue of whether or not
policy has been followed. Any individual appealing a decision of the Superintendent to the Board bears
the burden of proving afailure to follow Board policy.

Level 4: The Board of Public Education

Upon receipt of awritten appeal of the decision of the Superintendent, and assuming the appeal alleges a
faillure to follow Board policy, the matter shall be placed on the agenda of the Board for consideration at
their next regularly scheduled meeting. A decision shall be made and reported in writing to all parties
within thirty (30) days of that meeting. The decision of the Board will be final, unless appealed within
the period provided by law.

Waiver of Time Limit
The parties may in writing jointly waive any time limit in this policy.

Policy History:
Adopted on: 11-14-03

Revised on:
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Student Dress 3224

Appropriate dress and grooming for the school setting are expected of students. A student and his/her
parent or legal guardian determine a student’ s pattern of personal appearance. Personal appearance
includes dress, grooming and personal hygiene. Personal appearance of a student shall be respected
provided it does not interfere with the health or safety of the student, or of others, and does not
materially disrupt the education process as determined by the principal, dean of students or his/her
designee.

Directors of extracurricular and co-curricular activities may establish standards of personal appearance,
including dress and grooming requirements for such activities. Students wishing to participate in those
extracurricular and co-curricular activities shall abide by those standards.

Examples of clothing not suitable to wear anywhere on campus or during school activities, functions or
trips include, but are not limited to: clothing with language or graphicsthat offend community
standards, mesh garments, see-through clothing, Johnson shirts, clothing or jewelry with acohol,
marijuana, or tobacco logos or advertising.

Hats are not be worn in school buildings, Mustang Center or classrooms and may be confiscated if they
are. Halters, midriff shirts, and muscle shirts are not suitable for wear at school or at any school
sponsored activities. There must be a minimum of three inches of strap on the shoulder for shirts and
five inches inseam for shorts.

No student on school property or at any school-sponsored activity shall wear, possess, use, distribute,
display, or sell any clothing jewelry, emblem, badge symbol, sign, or other items which are evidence of
membership in or affiliation with any gang an/or is representative of any gang.

Policy History:
Adopted on: 01-10-03

Revised on;
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Sexual Harassment/Sexual Intimidation 3225

1. BASIC POLICY

The Montana School for the Deaf and the Blind is committed to a positive and productive working and
learning environment free from discrimination. The school prohibits sexual harassment or intimidation
of its employees or students, whether committed by a co-worker, supervisor, subordinate, contractor,
volunteer or student, and finds such behavior just cause for disciplinary action. The School will not
tolerate such behavior between members of the same or opposite sex. The School will take prompt,
effective and remedial action on complaints, grievances, and reports of sexual harassment or
intimidation (including informal reports of inappropriate sexua or gender-directed conduct) which come
to the attention of the administration and/or staff.

The School prohibits retaliation against any employee or student because he or she has made a report of
alleged sexual harassment, or against any employee or student who has testified, assisted, or participated
in the investigation of areport. Retaiation isitself aviolation of federal and state regulation prohibiting
discrimination and will lead to disciplinary action against the offender.

This policy applies to individuals attending any events on School property, whether or not school
sponsored, and to any school-sponsored events, regardless of |ocation.

2. DEFINITIONS

Sexual harassment is generally defined as unwelcome sexual advances, requests for favors and other
verbal and/or visual contact of a sexua or gender-directed nature when:

submission is made either explicitly or implicitly aterm or condition of an individual’s
employment or education.

submission to or rgection of that conduct or communication by anindividual is used as a factor
in decisions affecting that individual’ s employment or education; or

that conduct or communication has the purpose or effect of substantially or unreasonably
interfering with an individual’ semployment or education, or of creating an intimidating, hostile
or offensive employment or educational environment.

An “intimidating, hostile or offensive employment or educational environment” means an environment
in which:

sexually-oriented jokes, innuendoes, obscenities, pictures/posters or any action with sexua
connotation makes a student or employee feel uncomfortable, or

any aggressive, harassing behavior in the workplace or schoal that affects working or learning,
whether or not sexua in connotation, is directed toward an individual based on their sex.

The following are examples of sexual harassment or intimidation:
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sexual advances which are unwanted (this may include situations which began as reciprocal
attractions, but later ceased to be reciprocal).

sexual gestures, verbal abuse, sexually-oriented jokes, innuendo or obscenities.
displaying of sexually suggestive objects, pictures, cartoons, or posters.
sexually suggestive letters, notes or invitations.

employment or education benefits affected in exchange for sexud favors.

physical conduct such as assault, attempted rape, impeding or blocking movement, or
unwel come touching.

hazing, or daring to perform in unsafe work or learning practices, particularly directed toward
students or employees in nontraditional settings.

3. PREVENTION

It is the policy of this agency to provide in-service education and training about sexual harassment and
intimidation for employees and students.

Sexua harassment prevention training may be included in staff and student orientation, and students,
employees, parents and caretakers may be actively involved in the development of the School’ s sexual
harassment prevention program.

4. REPORTING

Students or employees who believe they may have been harassed or intimidated should contact a
counselor, the Title IX Coordinator, the Equal Employment Opportunity Officer, or the first level
supervisor who is not involved in the alleged harassment. Persons who feel they are being harassed or
intimidated should take the following steps:

Inform the individual that his/her behavior is unwelcome, offensive or inappropriate. Do not
assume or hope that the problem will go away.

Notify a counselor, the Title I X Coordinator or an administrator right away. Early reporting
assists any investigation.

Request a copy of the District's sexual harassment policy so that reporting processes are clear.

Keep notes. Keep arecord of dates, times, places and witnessesand descriptions of each
incident. Save al notes or records in a safe place.

Complainants are permitted to have afriend or advisor present with them for moral support during any
stage of the investigation of the report. Once areport has been filed with an administrator, Title IX
Coordinator or EEO Officer, a confidential and expeditious investigation shall begin following the
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procedures as outlined in the INVESTIGATION AND ACTION PROCEDURE listed below.
5. CONFIDENTIALITY

A report of sexual harassment or intimidation and the investigation are to be kept in confidence, where
practical, for the protection of all parties involved.

The School's obligation to investigate and take corrective action may supersede an individual's right to
privacy.

6. INVESTIGATION AND ACTION PROCEDURE

A. After receiving areport or grievance, the Title IX Coordinator or an individua as designated by the
School administration, shall conduct an investigation and make written recommendation within
thirty (30) days to the Superintendent. In determining whether alleged conduct constitutes sexual
harassment, the Coordinator will consider many items including the facts of the alegation, case
law, state and federal laws and regulations, the District's policy prohibiting sexual harassment and
intimidation, any past behavior, any training the accused individual has received and other items as

appropriate.

B. Onreceipt of arecommendation from the individual or Coordinator that probable cause exists to
credit the allegations of sexual harassment or intimidation, the Superintendent may take action
based on the report/recommendation or the Superintendent may conduct his or her own
investigation into the charges. The Superintendent may appoint an outside investigator to conduct
the investigation.

C. Such investigation must be completed within thirty (30) days of receipt by the Superintendent of
the recommendation from the Coordinator.

D. Pending such an investigation, the Superintendent or building administrator or other supervisor
may take any action necessary to protect the alleged victim, or other employees or students
consistent with requirements of applicable regulations and statutes, if any.

E. Consistent with the requirements of applicable regulations or statutes, the Superintendent may take
such action deemed necessary and appropriate after the completion of the investigation.

F. There is arecommendation for nonrenewal or employment termination or expulsion.
7. SANCTIONS

A substantiated charge against an employee of the School may subject the employee to disciplinary
action in accordance with any appropriate employee contract, up to and including discharge. A
substantiated charge against a student shall subject that student to student disciplinary action including
suspension or expulsion, consistent with the School’ s student discipline policy.

8. NOTIFICATION

Notice of the existence of this policy, prevention plan and procedures shall be posted in prominent
locations in all School buildings, including information on how to receive acopy. Notice shall also be
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included in student, parent and staff handbooks annually.

9. REMEDIATION

A plan will be developed to provide student and staff victims and witnesses of harassment with
counseling and other support services to help them cope with the effects of harassment or intimidation.

Names, office locations and phone numbers of persons to contact for further information or assistance
on how to use this policy:

Title IX Coordinator

Montana School for the Deaf and Blind

3911 Central Avenue

Great Falls, Montana 59405

406-771-6000

Legal References:

Title VII of the Civil Rights Act of 1964; Title IX of the Education Amendments of 1972; Montana
Constitution Article X, Section 1; Montana Human Rights Act MCA 49-2-101, et. seq.; implementing
state and federal regulations; MCA 49-3-101, et seq.

Policy History:
Adopted on: 01-27-04

Revised on;
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Searches and Seizure 3231

To maintain order and security in the schools, school authorities are authorized to conduct reasonable
searches of school property and equipment, as well as of students and their personal effects within the
cottage premises.

School Property and Equipment as well as Personal Effects Left There by Students

School authorities may inspect and search school property and equipment owned or controlled by the
school (such as lockers, desks, bedrooms, and parking lots), as well as personal effects |eft there by the
student, without notice or consent of the student. This applies to student vehicles parked on school
property. Building principals may require each high school student, in return for the privilege of parking
on school property, to consent in writing to searches by school personnel of his/her vehicle and personal
effects therein when school personnel have a reasonable suspicion of wrongdoing.

The Superintendent may request the assistance of law enforcement officials to conduct inspections and
searches of lockers, desks, bedrooms, parking lots, and other school property and equipment for illegal
drugs, weapons, or other illegal or dangerous substances or material, including searches conducted
through the use of specially trained dogs.

Students

School authorities may search the student and/or the student’s personal effects in the student’s
possession when there are reasonable grounds for suspecting that the search will produce evidence that
the particular student has violated or is violating the law or MSDB’ s Code of Student Behavior. The
search itself must be conducted in a manner which is reasonably related to its objectives and not
excessively intrusive in light of the age and sex of the student and the nature of the infraction.

Seizure of Property

If a search produces evidence that the student has violated or is violating either the law or MSDB'’s
policies or rules, such evidence may be seized and impounded by school authorities and disciplinary
action may be taken by MSDB. When appropriate, such evidence may be transferred to law
enforcement authorities.

Policy History:
Adopted on: 01-10-03

Revised on:
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Procedure for Searches and Seizure  3231P

The following procedure shall apply to any searches and the seizure of any property by School
personnel:

1.

The Superintendent, principal, dean of students or authorized designee shall be authorized to
conduct any searches or to seize property on or near the MSDB campus, as further provided in
this procedure.

If the authorized administrator or designee has reasonable suspicion to believe that any locker,
car, or other container of any kind on school or cottage premises contains any item or
substance which constitutes an imminent danger to the health and safety of any person or to
the property of any person or MSDB, the administrator or designee is authorized to conduct a
search of any car or container and to seize any such item or substance.

The authorized administrator or designee may perform random searches of any locker, car, or
container of any kind on school premises without notice or consent.

If the authorized administrator or designee has any reasonable suspicion to believe that any
student has any item or substance in hig’her possession, which constitutes an imminent danger
to the property of any person or MSDB, the administrator or designee is authorized to conduct
search of any car or container and to seize any such item or substance.

No student shall hinder, obstruct, or prevent any search authorized by this procedure.

Whenever circumstances allow, any search or seizure authorized in this procedure shall be
conducted in the presence of at least one (1) adult witness, and a written record of the time,
date, and results shall be made by the administrator or designee. A copy shall be forwarded to
the Superintendent as soon as possible.

6. In any instance where an item or substance is found which would appear to be in violation of

7.

the law, the circumstance shall be reported promptly to the appropriate law enforcement
agency.

In any situation where the administrator or designee isin doubt as to the propriety of
proceeding with any search or seizure, the administrator or designee is authorized to report to
and comply with the directions of any public law enforcement agency.

Policy History:
Adopted on: 01-10-03

Revised on:
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Progressive Discipline Plan 3300

PROGRESSIVE DISCIPLINE PLAN
DISCIPLINARY ACTIONS

MSDB has established the following Progr essive Discipline Plan for dealing with minor and
major infractions which occur during the school day and in the cottage during the evening and on
weekends.

MINOR INFRACTIONS
LEVEL 1 DISCIPLINE

Minor infractions include any violation of classroom/cottage rules or behavior programs. These
behaviors typically include noncompliance, lack of cooperation, disrespect and use of
inappropriate language, and unsafe behavior or actions. Specifically, behavior which constitutes
aminor infraction includes, but is not limited to: tardiness, lack of preparation, failure to
complete assignments or complete them on time, pushing, wrestling, running, name calling,
swearing, improper use of equipment, acting without permission, taking or hiding things that do
not belong to them, not caring properly for their own possessions, and failure to comply with
directions. These behaviors interfere with the rights of othersto live and work in a productive
and harmonious classroom or cottage environment.

It is the teacher / cottage life attendant’ s responsibility to see that effective behavior programs
are established and that positive working relationships exist between themselves and the students
and among the students they are assigned to teach and/or supervise.

The students are expected, at all times, to participate in behavior programs and cooperate with
rules that have been established. When behavior programs or rules are violated, students are
expected to accept the established consequences and work cooperatively with teachers/cottage
life attendants and other students to improve their behavior. The following procedure will be
used to address minor infractions of established student behavior codes for the classroom and
cottage.

IN THE CLASSROOM / COTTAGE OUT OF THE CLASSROOM /
COTTAGE
1. Teacher / Cottage Life Attendant 1. Teacher / Cottage Life Attendant
establishes classroom / cottage rules addresses student who is
and/or behavior management program. Misbehaving.
2. Rules and consequences are posted. 2. Warning given and a Student

Incident Report, 3300P, is given
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to the student and a copy is sent

to the principal or dean of
students.

3. Teacher / Cottage Life Attendant implements 3. Upon receiving three Student Incident

consequences and/or behavior management Reports for the same or similar misbe-
strategies to help the student conform with havior, the student is required to attend
therules. a conference with the principal, dean

dean of students, or a designee.

4. Upon violating the same or similar rulethree 4. The principal, dean of students or

times or when the teacher / cottage life designeereturns a copy of the Student
attendant has exhausted established Incident Report to the referring teacher
management strategies, a Student Incident or cottage life attendant and the parent
Report, 3300P, is completed and the noting the actionthat was taken and any
student is required to attend a conference recommendations for future action on the

with the principal, dean of students or designee. part of the staff person.

5. The principal, dean of students or designee
returns a copy of Student Incident Report to the
referring teacher or cottage life attendant
and the parent(s) roting the action that was
taken and any recommendations for future
action on the part of the staff person.

When a student has been referred to the principal or dean of students on the third Student
Incident Report, the student may be considered by the administration to be a habitual offender
and al further action will follow the procedures established for Level 2 Discipline.

MAJOR INFRACTIONS/HABITUAL BEHAVIORS
LEVEL 2 DISCIPLINE

Major Infractions are those behaviors which are a gross manifestation of disobedience or
misconduct, are disruptive to the mission, process and function of the school, or which pose an
imminent threat to the health and safety of other students, school staff, other individuals who are
on school property or to the offending student him or herself. Mgjor Infractions include, but are
not limited to, violations of MSDB Policy 3310, Code of Student Behavior:

HABITUAL A student shall not willfully repeat a violation of established

BEHAVIOR: classroom/cottage rules or behavior management programs. If, in dealing
with repeated violations, a teacher or cottage life attendant has exhausted
established consequences or management strategies, the student will be
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considered a habitual offender and a Student Incident Report, 3300P, will
be completed by the teacher/cottage life attendant and forwarded to the
principal or dean of students.

A student shall not willfully have physical contact with another student in
anger and/or with the intent to injure.

PHY SICAL ABUSE: A student shall not use physical force or have physical contact with

VERBAL ABUSE:

BULLYING,
HAZING,
INTIMIDATION:

HARASSEMBNT:

THEFT, LOSS OR
DESTRUCTION
OF SCHOOL
PROPERTY::

ARSON:

WEAPONS:

another student for the purpose of coercion or intimidation, or to inflict
pain or injury.

A student shall not direct harassing, vulgar, or derogatory remarks toward
any person.

A student shall not willfully or maliciously engage in conduct that
would cause a reasonable person to feel terrorized, frightened, intimidated
or harassed.

A student shall not willfully or maliciously engage in either verbal,
nonverbal or physical conduct that would cause a reasonable person to feel
intimidated or harassed on the basis of their race, creed, religion, color,
sex, sexual orientation, or mental or physical disability. Neither will a
student engage in any behavior that is unwelcome or unwanted by another
or contributes to or creates a hostile or offensive school or cottage
environment.

A student shall not deliberately take arother's property without permission
or deliberately take, damage or destroy school property, or another's
personal property.

A student shall not intentionally set fire, or attempt to set fire, or
intentionally engage in conduct which may reasonably be foreseen to set
fire to school property or the personal property of another, nor shal a
student participate in or encourage another person to participate in such
conduct.

A student shall not carry, use, possess, conceal or transmit, on school
property, a weapon as defined in MSDB Student Policy 3310, Code of
Student Behavior. Students found in possession of a weapon shall be
immediately subject to discipline under the Federal “Gun Free Schools
Act,” and MSDB Student Policy 3315, MSDB Policy on Gun Free
Schooals.
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GANG ACTIVITY:

DISRUPTION
OF SCHOOL
OR COTTAGE
LIFE:

TRUANCY:
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No student may carry, use, possess, conceal or transmit, on school
property, a simulated weapon as defined in MSDB Student Policy 3310,
Code of Student Behavior.

A student shall not use, possess, or cause others to use or possess any
controlled substance including any and all forms of prescription drugs and
any and all forms of alcohol as defined in MSDB Student Policy 3310,
Code of Student Behavior.

A student shall not use or possess or cause others to use or possess tobacco
products of any kind on school property.

A student shall not participate in or encourage or cause others to
participate in games of chance for stakes or to possess gambling devices
such as video games or other items that are used to promote a game of
chance. Students shall not participate or encourage othersto engagein
internet gambling.

A student shall not take or obtain property of another person by means or
reason of violence, force, threat of force, coercion, intimidation, fear,
passive resistance, or any other conduct intended to cause another to give
property to the student or another student against his’her will.

A student shall not participate in individual or group activities, wear any
clothing or use language, symbols or signs that denote membership in or
an affiliation with a criminal gang as defined in MSDB Student Policy
3310, Code of Student Behavior.

A student shall not by use of violence, force, noise, coercion, threat,
intimidation, fear, passive resistance, gambling, or any other conduct
intentionally cause the substantial or material disruption or obstruction

of any mission, process or function of the school. Neither shall a student
engage in, or urge another student to engage in activities or behavior with
the purpose of disrupting or obstructing the mission, process or function of
the schoal.

A student shall not willfully be absent from class or school without proper
authority.

A student shall not willfully refuse to obey a direct request or order given
by the adult in charge.
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INTIMATE/ A student shall not engage in intimate sexual behavior, including but not
SEXUAL limited to intimate fondling, petting, or sexua intercourse on school
BEHAVIOR property or while at a school activity, function, event or on the way to or

from a school activity, function or event.

VIOLATION OF A student who violates any state or federal law in a school building or on
THE LAW: school property, at a school sponsored activity, function or event, or on the

way to or from school or a school activity, function or event, will be
reported to the proper law enforcement agency. The student will be
subject to the Level 2 Discipline Procedure whether or not a criminal
citation, arrest, prosecution or conviction results from the violation.

Whether occurring inside or outside of the classroom/cottage, all behaviors constituting a major
infraction of MSDB Policy 3310, Code of Student Behavior, are to be addressed by the
following procedure:

Upon First Referral of aMagjor Infraction

1.

The principal, dean of students or designee will immediately be contacted by the teacher
or cottage life attendant and a decision will be made whether to hold the student in the
classroom or cottage or to send the student to the office.

The teacher or cottage life attendant will complete and forward to the principal or dean of
students, as well as all members of the Student Support Team, a Student Incident Report
as soon as is reasonably possible, but not later than the end of the day.

The principal, dean of students or designee will confer with the student as soon asis
reasonably possible, but not later than 24 hours after the infraction has occurred.

After considering the initial report of the teacher or cottage life attendant, the principal or
dean of students may:

a) reprimand the student and return the student to class or the cottage with or without
conditions, or

b) hold the student in “In School Suspension” (ISS) or “In Cottage Suspension” (ICS)
for up to 24 hours and then return the student to class or the cottage with or without
conditions.

The principal or dean of students will return a copy of the Student Incident Report to the
referring teacher or cottage life attendant and the parent(s) noting the action that was
taken and any recommendations for future action on the part of the staff person.
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Upon Second Referra or at the Discretion of the Administration Upon First Referral

1.

The student will immediately be sent to the principal or dean of students and will be
placed in ISS or ICS until ateam meeting can be held to discuss the infraction, a period
of not more than 24 hours.

The teacher or cottage life attendant will complete and forward a Student Incident Report
to the principal or dean of students, and all members of the Student Support Team, as
soon as is reasonably possible, but not later than the end of the day.

The Student Support Team, consisting of al available staff who have regular contact with
the student, and the principal, dean of students or a designee, and the school psychologist,
will meet as soon as possible after the incident to discuss information from the Student
Incident Report, relevant behavioral data, antecedents, and patterns of behavior, and to
develop strategies to help the student improve his/her behavior and return to the
classroom and/or cottage environment as quickly as possible. The student support Team
will recommend appropriate disciplinary action, which may

include, but is not limited to:

a) Severereprimand

b) Parent conference

c) Referral to counsealing

d) Additiona ISSor ICS

€) Suspension for extra curricular activities

f) Suspension from school

g Conducting an IEP meeting

h) Conducting afunctional behavior assessment
i) Developing and implementing a behavior plan

Disposition of any disciplinary action shall be the responsibility of the administration. In
all casesinvolving habitual behavior or Mgjor Infractions of the Code of Student
Behavior, the student's age, maturity level, and emotiona state must be given due
consideration. Also, inal cases where "suspension” isto be considered, a Student
Support Team consisting of the appropriate staff members may be employed.
Compliance with MSDB Student Policy 3311 Student Suspension and Expulsion will be
sustained.

If astudent commits anillegal act, MSDB is required to call the Great Falls Police Department to
conduct a criminal investigation. If the infraction constitutes a violation of law, the Student
Incident Report will be used as a basis for making a report to the proper law enforcement agency.

In compliance with the Individuals with Disabilities Education Act (IDEA), 20 U.S.C. Sections
1400-1485, Section 504 of the Rehabilitation of the Handicapped Act, 29 U.S.C. Section 706 and
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20-5-202, MCA Suspension and Expulsion, if a student’s behavior poses a danger to him/herself
or others, the student may be reevaluated, and an |EP meeting held to determine the student's
present needs and the appropriate program placement necessary to meet those needs.

Legal References:

Individuals with Disabilities Education Act (IDEA), 20 U.S.C. Sections 1400-1485
Section 504 of the Rehabilitation of the Handicapped Act, 29 U.S.C. Section 706

§ 20-5-202, MCA Suspension and Expulsion

MSDB Student 3311 Student Suspension and Expulsion

20 U.S.C. 88921, et seq. Gun Free Schools Act of 1994

MSDB Student 3315 MSDB Policy on Gun Free Schools

MSDB Student 3300 Progressive Discipline Plan

§ 20-4-302, MCA Discipline and punishment of pupils

Policy History:
Adopted on: 01-10-03

Revised on:
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The form isto be used anytime a student isinvolved in an incident that requires disciplinary action under the Code
of Student Behavior, Student Policy 3310, or when further intervention from the principal or dean of student is
requested.

Staff Date of Report

Student(s) Date of Incident

Time of Incident

SITUATION:
MINOR INFRACTION (Progressive Discipline Plan— Leve 1)

Failure to clean Room / Locker / Area Failure to Go to Bed on Time
Improper Use of Equipment Failure to Perform Assignments/ Duties
Disrespect / Lack of Cooperation Failure to Obey Safety Rules
Wrestling / Fighting Name Calling
Running / Pushing Swearing / Obscene Language
Failure to Use Proper Sign Out Procedures Taking Things without Permission/ Stealing
Tardiness Failure to Comply with Directions
Out of Assigned Area Other

MAJOR INFRACTION -To be accompanied by an IMMEDIATE verbal report to the office staff (Progressive
Discipline Plan— Level 2)

Habitual Behavior Fighting

Physical Abuse Verbal Abuse

Bullying, Hazing, Intimidation Harassment

Theft, Loss, Arson or Destruction of Property Possession / Use of a Weapon or Simulated
Belonging to the School or Other Person Weapon

Possession of Drugs, Alcohol or Tobacco Gambling

Robbery or Extortion Gang Activity

Truancy Defiance

Intimate or Sexual Behavior Odd / Unexplained Behavior

Suicidal Comments/ Extreme Depression Other

ACTION TAKEN BY STAFF/COMMENTS: Use additional sheets if necessary

Description of Student Behavior

Description of Staff Action/Intervention

Summary of Student Interview

Data Sheet Attached Yes  No
Parents Contacted Yes _ No___ Date Time
Summary of Contact

REQUEST FOR FURTHER INTERVENTION? YES NO

TO BE COMPLETED BY THE PRINCIPAL OR DEAN OF STUDENTS/



| ACTION TAKEN:

SIGNATURE: DATE OF REVIEW:

Copies sent to:
O Superintendent [ Dean of Students [ Principal

Policy History:
Adopted on: 10-14-92

Revised on: 09-15-03
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Code of Student Behavior 3310

The key to student success is motivated learning and positive student behavior. Good
management of the classroom and cottage environments and quality relationships between the
staff and students go along way toward promoting and maintaining good behavior. At MSDB
each teacher and cottage life attendant, as well as each of the administrative staff is responsible
for maintaining order and discipline among students by applying the following Code of Student
Behavior and implementing procedures established in the MSDB Progressive Discipline Plan.

It is the administration’s responsibility to take reasonable measures to protect students and
school personnel from reasonably foreseeable dangerous or socially detrimental student
behavior. Actions taken to control and correct undesirable student behavior should take
individual circumstances into account. Concern for the safety and educational welfare of all
students must be the major priority. Students who receive or who have been identified as
qualifying for specia education and/or 504 services, shall be disciplined in accordance with the
provisons of Part B of the Individuals with Disabilities Education Act (IDEA), 20 W.S.C.
Sections 1400-1485 and Section 504 of the Rehabilitation of the Handicapped Act, 29 U.S.C.
Section 706.

l. When a student commits any act defined below as a Mgjor Infractionor Habitual
Behavior, it may result in discipline up to and including suspension of the student from
school or recommended for expulsion, in accordance with MSDB Student Policies 3311,
§ 20-5-202, MCA Suspension and Expulsion.

. Discipline may be imposed for conduct that occurs:

A. At any time in school buildings or on school grounds, whether or not school isin
session.
B. Off school grounds at a school activity, function, event, or on the way to and from

school or a school activity, function, or event or within sufficient proximity to
school property that the conduct may have a direct impact upon the health,
welfare, and safety of students or school employees.

C. At alocation unrelated to the school or school activities if the conduct engaged in
demonstrates that the student may continue to pose an on going threat to the
health and safety of others.

. Major infraction are those behaviors which are a gross manifestation of disobedience or
misconduct, are disruptive to the mission, process and function of the school and/or pose
an imminent threat to the health and safety of other students, school staff, other
individuals who are on school property or to the offending student himself or herself.
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Major infractions include, but are not limited to:

Fighting:

Physica Abuse:

Verba Abuse:

Bullying,
Hazing,
Intimidation:

Harassment:

Theft, Loss or
Destruction
of School
Property:

Arson:

Weapons:

A student shall not willfully have physical contact with another student in
anger and/or with the intent to injure.

A student shall not use physical force or have physical contact with
another student for the purpose of coercion or intimidation, or to inflict
pain or injury.

A student shall not direct harassing, vulgar, or derogatory remarks toward
any person.

A student shall not willfully or maliciously engage in conduct that
would cause a reasonable person to fedl terrorized, frightened, intimidated,
degraded, disgraced or harassed.

A student shall not willfully or maliciously engage in either verbal,
nonverbal or physical conduct that would cause a reasonable person to feel
intimidated or harassed on the basis of their race, creed, religion, color,
sex, sexual orientation, or mental or physical disability. Neither will a
studert engage in any behavior that is unwelcome or unwanted by another
or contributes to or creates a hostile or offensive school or cottage
environment.

A student shall not deliberately take another's property without permission
or deliberately take, damage or destroy school property, or another's
personal property.

A student shall not intentionally set fire, or attempt to set fire, or
intentionally engage in conduct which may reasonably be foreseen to set
fire to school property or the persona property of another, nor shall a
student participate in or encourage another person to participate in such
conduct.

A student shall not carry, use, possess, conceal or transmit, on school
property, any weapon. A weapon is defined as, “Any item brought on to
school property or into any school building or vehicle which can be used
to harm or cause bodily injury or death to oneself or others.” This
includes any normally non-dangerous items such as a stone, utensil, board,
stick, or baseball bat that are carried, possessed, or used to, in any manner,
harm, bully, intimidate or threaten anyone.
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Items specifically defined as weapons include, but are not limited: 1) firearms, whether loaded
or unloaded including, but not limited to, pistals, rifles, zip guns; 2) shot guns, BB or pellet guns,
explosives, explosive propellant, matches, any explosive or flammable materials, fireworks or
firecrackers; 3) destructive devices or ammunition; 4) knives, including but not limited to, switch

blades, pen, pocket or hunting knives; 5) razor blades, ice picks, dirks or other sharp
instruments; 6) nunchakus, brass knuckles, pipes, Chinese stars, or bill clubs. Students found in
possession of aweapon shall be immediately subject to discipline under the Federa ‘ Gun Free
Schools Act,” and MSDB Student Policy 3315, MSDB Policy on Gun Free Schools.

Simulated
Wesapons:

Drugs or
Alcohol:

Tobacco:

Gambling:

Robbery or
Extortion;

Gang Activity:

Disruption
of School

No student may carry, use, possess, conceal or transmit, on school
property, a simulated weapon This prohibition includes, but is not limited
to any “toy” or nonfunctional implement which bears a substantial visual
resemblance to any item defined as a weapon.

A student shall not use, possess, sell or cause or encourage any other
personto use or Possess prescription or narcotic drugs or narcotic/drug
paraphernalia, any alcoholic beverages or any form of alcohol, or any
substances represented to be a drug or alcohol.

A student shall not use or possess or cause others to use or possess tobacco
products of any kind on school property.

A student shall not participate in or encourage or cause others to
participate in games of chance for stakes or to possess gambling devices
such as video games or

other items that are used to promote a game of chance. Students shall not
participate or encourage others to engage in Internet gambling.

A student shall not take or obtain property of another person by means of
reason of violence, force, threat of force, coercion, intimidation, fear,
passive resistance, or any other conduct intended to cause another to give
property to the student or another against his’her will.

A student shall not participate in individual or group activities, wear any
clothing or use language, symbols or signs that denote membership in or
an affiliation with acriminal gang. A criminal gang is defined as a
combination of persons organized formally or informally, which; (a) has a
common or identifying symbol; (b) has particular conduct, status and
customs indicative of it; and (c) has as any one of its common activities
the intent to engage in criminal activity.

A student shall not by use of violence, force, noise, coercion, threat,
intimidation, fear, passive resistance, gambling, or any other conduct



or Cottage

Life:

Truancy:

Defiance:

Intimate/
Sexual Behavior

Violation of
the Law:
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intentionally cause the substantial or material disruption or obstruction

of any mission, process or function of the school. Neither shall a student
engage in, or urge another student to engage in activities or behavior with
the purpose of disrupting or obstructing the mission, process or function of
the schoal.

A student shall not willfully be absent from class or school without proper
authority.

A student shall not willfully refuse to obey a direct request or order given
by the adult in charge.

A student shall not engage in intimate sexual behavior, including but not
limited to intimate fondling, petting, or sexual intercourse on school
property or while at a school activity, function, event or on the way to or
from a school activity, function or event.

A student who violates any state or federal law in a school building or on
school property, at a school sponsored activity, function or event, or on the
way to or from school or a school activity, function or event, will be
reported to the proper law enforcement agency. The student will be
subject to the Level 2 of the Progressive Discipline Plan procedures
whether or not a criminal citation, arrest, prosecution or conviction results
from the violation.

V. Habitual Betavior. A student shall not willfully repeat a violation of established
classroom/cottage rules or behavior management programs. If, in dealing with repeat
violations, ateacher or cottage life attendant has exhausted consequences or management
strategies, the student will be considered a habitual offender and a Pupil Action Report
will be completed by the teacher/cottage life attendant and forwarded to the principal or
dean of students.

V. All violation of the Code of Student Behavior will be addressed through the procedure
outlined in Student Policy 3300, Progressive Discipline Plan. All recommendations for
disciplinary action will come from the Student Support Team and all action taken will be
approved by the MSDB administration.

A. When it isdetermined by the administration that the physical actions or behavior of
a student poses a clear and present danger to him/herself or other persons or
property, the student may be removed from the school immediately, subject to the
following conditions:

1

The student’ s parents or guardian will be contacted as soon as reasonably
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possible and will be notified of the reason for the removal.
2. The student will be given an explanation of the reason for hisher removal.
3. Thestudent will be afforded an opportunity to explain his/her conduct.

4. A recommendation for suspension or expulsion of the student will be initiated
immediately.

5. A hearing will be conducted as soon as practicable thereafter. 1n no case may
a student be suspended from school for more than 10 days during a given
school year without the school’ s compliance with MSDB Student Policy 3311,
Student Suspension and Expulsion.

Legal References:

Individuals with Disabilities Education Act (IDEA), 20 U.S.C. Sections 1400-1485
Section 504 of the Rehabilitation of the Handicapped Act, 29 U.S.C. Section 706
MSDB Student 3311, Student Suspension and Expulsion

MSDB Student 3315, Gun Free Schools

MSDB Student 3300, Progressive Discipline Plan

§ 20-4-032, MCA Discipline and Punishment of Pupils

Policy History:
Adopted on: 01-10-03

Revised on:
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Discipline of Students with Disabilities 3310P

Code of Conduct Violations by Students with Disabilities, Resulting
in Disciplinary Consequences of Ten (10) School Days or Less

Student commits code of conduct violation for which the
disciplinary consequence would result in removal from the
student’ s placement for ten (10) consecutive school daysor
less.

School personnel may assign the consequence
applicable to non-disabled students for a similar period
of time, not to exceed ten (10) consecutive school days.

Reg. 300.520(a)(L)(i).

During thefirst ten (10) cumulative school days of
removal in one (1) school year, the school does not
have to provide any servicesto the student if non-

disabled students would not receive services. Reg.

300.121(d)(1).

A series of disciplinary removals, each for ten (10)
consecutive school days or less, may result in a chang
of placement if they cumulate to more than ten (10)

School personnel may continue to remove the student

for disciplinary reasonsfor up to ten (10) school days
at atime throughout the same school year for separate
incidents of misconduct, so long as the removals do not
constitute a change of placement under Reg.

300.519(b) and are those which would be applied to

non-disabled students. Reg. 300.520 (a)(1)(i).

school daysin one (1) school year. School personal
should analyze the length of each removal, the
proximity of the removalsto each other, and the tota
amount of time the child isremoved. Reg. 300.519(k
If aremoval would result in achange of placement, ¢
manifestation determination review (MDR) must fire

be done. Reg. 300.523 (a).
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Beginning with the 11" day of disciplinary removalsin a — The educational servicesto be
school year, educational services must be provided. Reg. provided must meet the standard of
300.520 (a)(2)(ii); Reg. 300.121(d)(2)(i)(A). If the enabling the student to appropriately
removal does not result in a change of placement, school progress in the general curriculum
personnel, in consultation with the student’ s special and appropriately advance toward
education teacher, determine the services to be provided. achieving the goals in the |EP. Reg.
Reg. 300.121(d)(3)(i). 300.121(d)(2)(i)(A).

Beginning with the 11™ day of disciplinary removalsin a
school year, the IEP Team must address behavioral

issues. If the removal does not result in a change of
placement, the IEP Team must meet within ten (10)
business days of first removing the student for more than
ten (10) school daysin a school year, to develop aplan to
conduct a functional behavioral assessment, if one was
not conducted before the behavior that resulted in the

removal. Reg. 300.520(b)(1)(i).

After the functional behavioral assessment is completed,
the |EP Team meets as soon as practicable to develop a
behavioral intervention plan to address the behavior and

implement the plan. Reg. 300.520(b)(2).

""" If the student’s IEP already
includes a behavior
intervention plan, within ten
— (10) business days of first
removing the student for more
than ten (10) school daysin a
school year, the IEP Team

If the student is assigned subsequent disciplinary must meet to review the
removalsin a school year for ten (10) days or less behavior intervention plan and
that do not result in a change of placement, the itsimplementation, and

IEP Team members (including the parent) modify the plan and its
informally review the behavior intervention plan - implementation as necessary
and its implementation to determine if to address the behavior. Reg.
modifications are necessary. Reg. 300.520(c)(2). 300.520(b)(1)(ii)-

If one or more team members believe modifications are
needed, the | EP Team must meet to modify the plan and
itsimplementation to the extent the |EP Team deems

necessary. Reg. 300.520(c)(2).
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Code of Conduct Violations by Studentswith Disabilities for Which Recommended
Disciplinary Consequences Would Result in Change of Placement for More Than Ten (10)

School Days (Excluding Drug and Weapon Offenses)

Student violates code of conduct, and the
recommended disciplinary consequence would result in
aremoval from the current educational placement for

The recommended disciplinary
consequence may be for a
removal from the current

educational placement for less
than ten (10) consecutive school
days, but may congtitute a
change of placement because the
student has already been
removed for disciplinary reasons
for ten (10) or more school days
in the current school year, and
the length of each removal, their
proximity to each other, and the
total amount of time the student

more than ten (10) consecutive school days (alternative
placement, expulsion). This constitutes a change of
placement. Reg. 300.519(a). ----

School personnel may remove from current
educational placement for ten (10) school days or less
(Reg. 300.520(a)(1)(i)) and recommend further has been removed resultin a
discipline according to the code of conduct. (Theten- change of placement. Reg.
(10)-day -or-less aternative must be one equally 300.519(b).

applicable to non-disabled. See pp. 1-2 for educational

services to be provided during a short removal.) If a
criminal act has been committed, charges may be filed,
and law enforcement authorities to whom the crime
was reported must be provided special education and
disciplinary records to the extent disclosureis

permitted by FERPA. Sec. 1415(k)(9). Reg. 300.529.

At the time decision is made to take this action, school
personnel must notify parent of decision and provide
procedural safeguards notice in Reg. 300.504. Sec.

1415(K)(4)(A)(i); Reg. 300.523(a)(1).

Within ten (10) business days, |EP Team and other qualified personnel must meet and review relationship between
disability and the behavior subject to disciplinary action (manifestation determination review — MDR). Sec.
1415(k)(4)(A); Reg. 300.523(a)(2), (b). If there has been no previous functional behavioral assessment and
creation of abehavior intervention plan, the |EP Team must develop an assessment plan. Reg. 300.520(b)(2)(i).
As soon as practicable after the assessment, the |EP Team must meet again to develop and implement the behavior
intervention plan. Reg. 300.520(b)(2). If the |IEP contains a behavior intervention plan, the IEP Team reviews the
plan and its implementation and modifies them as necessary to address the behavior. Reg. 300.520 (b)(1)(ii).




For the MDR, the |EP Team must look at all
information relevant to the behavior subject to
discipline, such as evaluation and diagnostic
results, including such results and other relevant
information from the parent, observation of the
student, and the student’s |[EP and placement. The
misbehavior is not a manifestation of the
disability, if the IEP Team finds that in
relationship to the misbehavior subject to
discipline:
- thelEP and placement were appropriate;
consistent with the content of the
student’s |EP and placement, special
education services, supplementary aids,
and behavior intervention strategies
were actually provided;
the disability did not impair the ability
of the student to understand the impact
and consequences of the misbehavior;
and
the disability did not impair the ability
of the student to control the
misbehavior.
Sec. 1415(k)(4)(C); Reg. 300.523(c).

If the IEP Team determines any of the
standards were not met, the misbehavior was
amanifestation of the disability, and no
punishment may be assessed. Reg.
300.523(d). If the IEP Team identified
deficienciesin IEP, placement, or
implementation, it must take immediate steps
to remedy. Reg. 300.523(f).

If the IEP Team determines the misbehavior
was not amanifestation of the disability,
regular disciplinary consequences may be
applied to the student, except that the student
must continue to be provided a free appropriate
public education. Sec. 1415(k)(5)(A); Sec.
1412(a)(1)(A). Reg. 300.121(a); Reg.
300.524(a). The campus must ensure that
special education and disciplinary records are
transmitted for consideration by the school
district person making the final determination
regarding the disciplinary action. Sec.
1415(k)(5)(B); Reg. 300.524(b).
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Parent may appeal afinding that the misbehavior
was not a manifestation of the disability. The
hearing is expedited before a special education
hearing officer, who applies the same standards as
the IEP Team. Sec. 1415(k)(6); Reg. 300.525(a),
(b).

Parent may appeal decision to place student in forty-
five-(45)-day interim placement. The hearingis
expedited before a specia education hearing officer,
who applies the standards regarding a dangerous
student in Reg. 300.521. Sec. 1415(k)(6)(B)(ii); Reg.
300.525(b)(2).

When a parent requests a hearing in adrug or
weapon case to challenge the interim alternative
placement or the manifestation determination,
student remainsin interim placement until decision
of hearing officer or forty-five (45) days expires,
whichever comes first, unless the parent and school
agree otherwise. Reg. 300-526(a). Then student
returns to current placement (defined as placement
prior to interim alternative educational setting).
School can ask for expedited hearing before specia
education hearing officer to prevent thisreturn, if the
student is substantially likely to injure self or others.
Reg. 300.526(b), (c). The hearing officer appliesthe
standardsin Reg. 300.121. Reg. 300.526(c).

Hearing officer can order another placement for up
to forty -five (45) days. Reg. 300.526(c)(3). This
procedure may be repeated as necessary. Sec.
1415(k)(7); Reg. 300.526(c)(4).

The standard the educational services must meet is
to enable the child to appropriately progressin the
general curriculum and appropriately advance
toward achieving the goalsin the IEP. Reg.
300.121(d)(2)(i)(B); Reg. 300.524(a). The IEP
Team must determine what services are necessary to
meet this standard. Reg. 300.121.(d)(3)(ii).
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Drug and Weapon Offenses by Students with Disabilities

Student carries weapon to school, or possesses,
uses, sdlls, or solicits sale of illegal or controlled
substance on school property or at a school

function.

School personnel may remove from current
educational placement for ten (10) school days or
less, and recommend further discipline according
to the code of conduct. Sec. 1415(k)(2)(A)(i);

Reg. 300.520(a)(2)(i). (The ten-(10)-day-or-less
aternative must be one equally applicable to non-
disabled students. See pp. 1-2 for education
services to be provided during a short removal.)

If acriminal act has been committed, charges may
be filed, and special education and disciplinary
records shall be transmitted to law enforcement
authorities to whom the crime was reported, to the
extent disclosure is permitted by FERPA. Sec.
1415(k)(9); Reg. 300.529.

At time decision is made to take this disciplinary
action, school personnel must notify p arent of
decision and provide procedural safeguards noticein
Reg. 300.504. Sec. 1415(k)(4)(A)(i); Reg.
300.523(a)(1).

Within ten (10) business days, |EP Team must meet
and may extend the removal by placing student in
appropriate interim alternative educational setting
applicable to non-disabled student for same amount of
time non-disabled student would be assigned, but not
for more than forty-five (45) calendar days. Sec.
1415(k)(1)(A)(ii) and (3)(A); Reg. 300.520(a)(2); Reg.
300.522(a). |EP Team must review the behavior
intervention plan, if one exists, and its implementation
and modify, as necessary, to address behavior. Reg.
300.520(b)(2)(ii). If there has been no previous
functional behavioral assessment and creation of
behavior intervention plan, IEP Team must develop
assessment plan. Sec. 1415(k)(1)(B); Reg.
300.520(b)(1)(i). Assoon as practicable after the
assessment, the |EP Team must meet again to develop
and implement the behavior intervention plan. Reg.
300.520(b)(2). The lEP Team and other qualified
personnel must review the relationship between
disability and the behavior subject to disciplinary
action (manifestation determination review — MDR).
Sec. 1415(k)(4)(A); Reg. 300.523(a)(2), (b).

Illegal drug — controlled substance. Excludes
legally used and possessed prescription
drugs. Sec. 1415(k)(10)(B); Reg.
300.520(d)(2).

Controlled substance — drug or substancein
21 U.S.C. § 812(c), Schedules-V. Sec.
1415(k)(10)(A); Reg. 300.520 (d)(1).

Weapon — A firearm and more. Something
used for or readily capable of causing death
or serious bodily injury. Excludes pocket
knife with blade of 2.5 inches or less. Sec.

1415(K)(10)(D); Reg. 300.520(d)(3).

The forty- five-(45)-day

alternative interim placement

must:
enable student to progressin
general curriculum, although in
another setting;
enable the student to continue to
receive those services and
modifications, including those
described in the student’s | EP, that
will enable the student to meet the
goals set out in that |EP; and
include services and modifications
designed to address the drug or
weapon offense so that it does not
recur. Sec. 1415(K)(3)(B); Reg.
300.522; Reg. 300.121(d)(2)(ii).

Comments to regulations: Students may be
subject to multiple forty -five-(45)-day
interim placements for separate drug and
weapon offenses. Theforty-five-(45)-day
interim placement may be completed even if
drug or weapon offense was manifestation of
disability. If misbehavior was not a
manifestation of disability, regular
disciplinary consequence can be applied in
addition to forty -five-(45)-day interim
placement.




For the MDR, the |IEP Team must look at al information
relevant to the behavior subject to discipline, such as
evaluation and diagnostic results, including such results and
other relevant information from the parent, observation of the
student, and the student’ s |EP and placement. The
misbehavior is not a manifestation of the disability if the IEP
Team finds that, in relationship to the misbehavior subject to
discipline:
- thelEP and placement were appropriate;
consistent with the content of the student’s |EP and
placement, special education services,
supplementary aids and services, and behavior
intervention strategies were actually provided;
the disability did not impair the ability of student to
understand the impact and consequences of the
misbehavior; and
the disability did not impair the ability of the student
to control the misbehavior.

Sec. 1415(k)(4)(C); Reg. 300.523(c).

If the IEP Team determines any of the standards were
not met, the misbehavior was a manifestation of the
disability, and no punishment may be assessed. Reg.
300.523(d). If the IEP Team identifies deficienciesin
IEP, placement, or implementation, it must take

immediate steps to remedy. Reg. 300.523(f).
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Parent may appeal afinding that the
misbehavior was not a manifestation of the
disability. The hearing is expedited before a
special education hearing officer, who applies
the same standards as the |EP Team. Sec.
1415(k)(6); Reg. 300.525(a), (b).

If the IEP Team finds no manifestation and
changes placement to comply with the
disciplinary recommendation, parent may
appeal the placement decision. The hearing i<
expedited before a specia education hearing
officer. Sec. 1415(k)(6)(A); Reg.
300.525(a)(2).

During appeals, stay put applies. Reg.
300.524(c). If child is substantially likely to
injure self or othersin the current placement,
the school can request an expedited hearing ai
request the hearing officer to removeto an
interim alternative educational placement for
to forty -five (45) days. Standards to be met ar

those in Sec. 1415(K)(2) and Reg. 300.521.

If the | EP Team determines the misbehavior was not a
manifestation of the disability, regular disciplinary consequences
may be applied to the student, except that the student must continue
to be provided afree appropriate public education. Sec.
1415(K)(5)(A); Sec. 1412(a)(1)(A). Reg. 300.121(a). Reg.
300.524(a). The campus must ensure that special education and
disciplinary records are transmitted for consideration by the school
district person making the final determination regarding the

The standard the education services must mes
isto enable the child to appropriately progres
in the general curriculum and appropriately
advance toward achieving the goals in the |EF
Reg. 300.121(d)(2)(i)(B); Reg. 300.524(a). T
IEP Team must determine what services are
necessary to meet this standard. Reg.
300.121(d)(3)(ii)-




Students Dangerousto Self or Others

IDEA discipline procedures are followed for a non-
drug or weapon or offense, the penalty for which

would result in expulsion or removal from the student’s

placement for more than ten (10) school days.

|EP Team meets, determines no manifestation and
recommends discipline proceed. Parent disagrees and
requests a due-process hearing. Stay put applies, and

child staysin the current placement, unless school acts

to change the placement. Reg. 300.524.

School requests hearing officer to change the placement

during the pendency of the hearing, because of the
likelihood of injury to self or others. Sec. 1415(k)(2);

Reg. 300.521.

Hearing officer holds expedited hearing to
consider request. School has burden of proof to
show by more than a preponderance of the
evidence that maintaining the child in the current

to self or others. Sec. 1415(k)(2)(A), (10)(D);
Reg. 300.521(a).
Hearing officer must also:
- consider the appropriateness of the
current placement.
consider whether the school has made

the use of supplemental aids and
services.

determine that the interim alternative
setting proposed by the school
personnel, in consultation with specia
education teacher

0 enablesthe student to
participate in the general
curriculum, although in
another setting;

0 enablesthe student to
continue to receive those
services and modifications,
including those described in

the goals set out in the |EP;
and

0 include services and
modifications designed to

does not recur.
Sec. 1415(k)(2); Reg. 300.521(b), (c), (d); Reg.

placement is substantially likely to result in injury

reasonable effort to minimize the risk of
harm in the current placement, including

the student’s current |EP, that
will enable the student to meet

address the behavior so that it

If parent appeals forty -five-
(45)-day interim alternative
placement by IEP Teamin
drug or weapon case,
hearing officer applies these
standards in expedited
hearing. Sec.
1415(K)(6)(B)(ii); Reg.
300.525(b)(2).

3310P
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If dl requirements are met, hearing officer may order a
change of placement to the interim alternative
educational setting for up to forty-five (45) days. Sec.

1415(K)(2); Reg. 300.521.

Student returnsto his or her current placement (the
placement prior to the interim alternative educational
setting) at end of forty-five (45) days, if no decision has
been issued by hearing officer in pending due-process
hearing. If school beli eves it would be dangerous for
student to return to current placement while hearing is
still pending, school may request another expedited
hearing to again place student in forty -five-(45)-day
interim placement while hearing continues to be pending.
Reg. 300.526(h), (c)(4). Hearing officer holds same type
of hearing initially held when hearing officer ordered first
forty -five-(45)-day interim placement. Sec. 1415(K)(7);
Reg. 300.526. Any subsequent forty -five-(45)-day
interim setting must meet the standards in Reg. 300.522.

Procedure History:
Adopted on: 01-10-03
Revised on:

3310P
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Student Suspension & Expulsion 3311

A student with a disability (one of the disabilities defined in the Individuals with Disabilities
Education Act (IDEA) ) is subject to suspension or expulsion (removal from his or her current
educational placement and the cessation of educationa services by MSDB) from school for 10
school days or less per school year on the same basis as a student without a disability.

If a student with a disability is endangering him/herself and/or others, to include teaching and
cottage staff, the school shall take emergency action to protect the student and/or others from harm.
This may, in extreme cases, involve calling the police.

The school may not suspend a student with disabilities for more than 10 school days during a school
year--keeping in mind that the Gun-Free Schools Act does not amend or create any exception to
federa civil rights laws. Students with disabilities are still protected under 504 and IDEA and may
be suspended for no more than 10 school days unless 1) the parent conserts to an interim change in
placement with educationa services to be provided in an aternative placement; or 2) atemporary
restraining order isissued by a court of competent jurisdiction; or 3) a Child Study Team (CST)
determines that the misconduct is not a direct manifestation of the student's disability and the
Individualized Education Program (IEP) team determines that the current placement is appropriate
and the school continuesto provide educational services; or 4) an |EP team determines that
cumulative suspensions beyond 10 school days in one school year does not constitute a change in
placement. If the court denies the TRO and the parent refuses to consent to a change in placement,
the student shall be returned to hisher placement and appropriate services provided immediately
after the 10th day of suspension unless the misconduct involves violation of the Gun Free Schools
Act. Changes in program or placement must be made by an Individualized Education Program
(IEP) team in accordance with IDEA procedures.

The following procedure shall be followed if an incident occurs which may require suspension of
the student with disabilities for more than ten (10) school days in one school year.

On the day of the incident the school shall suspend the student with disabilities in the same manner
as students without disabilities and immediately advise the parents or guardians of the suspension,
reason for the suspension and provide a copy of MSDB policy procedures for suspension and due
process.

After completion of the above, the Crisis Prevention Team will review records of the student with
disabilitiesto determine if the suspension will result in a change in placement.

On the day after the incident the school shall notify the parents that the school will hold a mesting to
determine if the misconduct of the student is directly related to the student's disability and review
the student's educational records including specia education assessments and disciplinary referrals
to determine if evaluation information is current and whether additional assessment of the student's
abilitiesis warranted at this time. Before the tenth day the school shall convene the evaluation team
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meeting and placement team meeting to determine causal relationship between the student's
misconduct and the student's disability and appropriateness of the student's current educationa
program placement.

On the eleventh day of suspension the school must review the process to ensure that the student with
disabilities is receiving a free appropriate public education in accordance with proper procedures
and determinations.

The Crisis Management Team shal have drawn up a prescriptive behavior management plan which
will be thoroughly explained to the parents/guardians and child which will congtitute the basis for
the child's re-admittance to school and may become part of the child's IEP. If thisis not successful,
MSDB will pursue judicia relief to have the student removed permanently (expelled) from
residential and school placement.

Cite: "Suspension in Speciad Education”, OPl 1995
MCA 20-5-202, 20-4-302, 20-4-402, 20-4-403
Adminigtrative Rules of Montana 10.16.2711 Student's Status During Exclusion from School
ARM 10.61.205-206

Policy History:
Adopted on: 04-13-76
Revised on: 03-06-97
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Gun Free Schools 3315

In accordance with the provisions of the Gun Free Schools Act, no student shall possess any
firearm, without authorization, on school property, on the way to or from school or during any
activities.

Violation of this provison may result in school expulsion for a period of one calendar year by the
Board of Public Education. The administration may make exceptions on a case by case basis to
suspend the party(s) involved pending a hearing before the Board. Modifications to the one year
expulsion may be made by the Board on a case by case basis.

The term "firearm" shall be defined as provided in (18 USC 921). This term shal include any
weapon which is designed, or may be readily converted, to expel a projectile by the action of an
explosive, the frame or receiver of any such weapon, a muffler or silencer for such weapon, or any
explosive, incendiary or poison ges.

The Superintendent may allow authorized persons to display firearms or other dangerous objects for
educational purposes. Advance written permission must be received before such objects may be
brought onto school property. The firearm must be unloaded and in a condition which renders it
incapable of being fired. No ammunition for the firearm may be on school property concurrently
with the firearm. At the conclusion of the display, the firearm must be immediately removed from

school property.

If a student violating this policy is identified as a child with disabilities either under the IDEA or
section 504, a determination must be made whether the child's conduct is related to the disability. If
the violation of the policy is due to a disability recognized by the IDEA or section 504, lawful
procedures for changes in placement must be followed for suspensions greater than ten days and up
to forty-five days.

Any student subject to expulsion shall be entitled to a hearing before the Board of Public Education
and in accordance with applicable sections of 20-5-202 MCA. Nothing in this policy shal prevent
the Board from making an alternative placement for a student in lieu of expulsion provided that
such placement removes the student from the regular school program.

MSDB shall keep a record of al students disciplined under this policy and the circumstances
surrounding their discipline, including the number of students expelled and the types of weapons
involved. Thisinformation shall be provided to other governmental agencies as required by law.

Legal Reference: 20 U.S.C. 8921 et. seg., Gun Free Schools Act of 1994

Policy History:
Adopted on: 01-27-94
Revised on:
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Permission/Authorization for Extracurricular and Off-Campus Activities, Events and Visits on
and off Campus 3351

The safety of the children attending school or residing in the cottages at MSDB is the school’s
paramount concern. For students attending school and living in the residentia facilities, MSDB
serves in place of the parent. To provide for the highest level of safety and security, the
administration will require that al contacts between students and visitors are authorized by
parents and that students have permission for participation in all extracurricular and off campus
activities and events.

Permission for Extracurricular and off-Campus Activities and Events

Throughout the school year students have the opportunity to participate in awide variety of
activities during and after school hours. Activities sponsored by MSDB will provide MSDB
staff and faculty members in attendance as supervisors. Activities for which MSDB cannot
ensure a level of reasonable or prudent care will not be sponsored by the school. However, some
activities offered do expose students to a greater possibility of injury or accident, i.e.

rollerskating or go-cart rides.

Parents will be asked to authorize permission for all field trips conducted as part of the regular
classroom curriculum, as well as extracurricular and after school activities.

Authorizing Visits On or Off Campus

All individuals who are not faculty or staff of MSDB and excluding students of MSDB, Great
Falls High, East Middle School or Lewis and Clark Elementary, must have authorization by a
parent or guardian of a specific student to visit with that student on the MSDB campus.

MSDB students will not be allowed to be escorted or transported off campus with any individual
who has not been authorized by a parent or guardian.

The parent or guardian assumes responsibility for safety and well being of their student during
the time that he/she is off campus with an authorized visitor.

Individuals who are not known to school/cottage faculty or staff will be asked for photo
identification, usualy a driver’s license, prior to being permitted to visit with or escort a student
off-campus.

The school and/or residential programs reserve the right to deny visitations or release of students
to visitorsiif it is believed the safety or welfare of a student may be in jeopardy. This may
include denial of permission to visit a specific individual or location off campus if the MSDB
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administration has knowledge of, or reason to believe that a students’ safety may be at risk. If
visitation or release is denied, the parent/guardian will be notified with reason for the denial.

Obtaining Permissions and Authorizations

Permission for participation in school sponsored activities may be granted by a parent/guardian
on a“blanket” (entire school year/season) or a“limited” (specific activity or date) basis.

Requests for permission/authorization may be initiated by a parent/guardian or school
administration.

Authorization/permission may be granted through written correspondence, e-mail or fax or
verbally by phone.

Cross Reference: STUDENTS 3440P  Procedure for Release/Removal of Students

Policy History:
Adopted on: 03-15-02

Revised on:
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Student Health/Physical Screenings/Examinations 3410

The Board of Public Education may arrange each year for health services to be provided to all
students. Such services may include, but not be limited to:

1. The development of procedures for the isolation and temporary care of students who
become ill during the school day.

2. Consulting services of a qualified specidlist for staff, students and parents.

3. Vision and hearing screening.

4, Dental screening.

5. Scoliosis screening.

6. Immunization as provided by the Department of Health and Human Services.

Parent/guardians will receive awritten notice of any screening result which indicates a condition
that might interfere or tend to interfere with a student’s progress.

Other than examination of students who are injured or become ill during the school day or who
livein the residential program, the School Health Services will not conduct physical
examinations of a student without parental consent to do so or by court order, unless the health or
safety of the student or othersisin question. Further, parents will be notified of the specific or
approximate dates during the school year when any non-emergency, invasive physical
examination or screening administered by the School is conducted which is:

1 Required as a condition of attendance.
2. Administered by the School and scheduled by the School in advance.
3. Not necessary to protect the immediate health and safety of the student or other students.

Parents or eligible students will be given the opportunity to opt out of the above-described non
emergency, invasive physical examination or screening.

Asused in this policy, the term “invasive physical examination” means any medical examination
involving the exposure of private body parts or any act during such examination that includes
incision, insertion, or injection into the body, but this does not include a hearing, vision or
scoliosis screening.
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Students who wish to participate in certain extracurricular activities may be required to submit to
aphysical examination to verify their ability to participate in the activity. Students participating
in activities governed by the Montana High School Association will be required to follow the
rules of that organization as well as other applicable School policies, rules and regulations.

All parents will be notified of the requirements of the School’s policy on physical examinations
and screening of students, at least annually at the beginning of the school year and within a
reasonable period of time after any substantive change in the policy.

Lega Reference: § 20-3-324 (20), MCA Powers and Duties
General Education Provisions Act, 20 U.S.C. 1232h (b)

Policy History:
Adopted on: 11-16-03

Revised on:
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Student |mmunization 3413

The Board requires all students to present evidence of their having been immunized against the
following diseases. diphtheria, pertussis (whooping cough), poliomyelitis, measles (rubeola),
mumps, rubella, and tetanus. Pertussis immunization is not required for students who are seven
(7) years or older. Haemophilus influenza type "b" immunization is required for students under
agefive (5).

Upon initia enrollment, an immunization status form shall be completed by the student’s
parent(s) or guardian(s). The certificate shall be made a part of the student’s permanent record.

A pupil who transfers into the Montana School for the Deaf and the Blind may photocopy
immunization records in the possession of the school of origin. MSDB will accept the
photocopy as evidence of immunization. Within thirty (30) days after a transferring pupil ceases
attendance at the school of origin, MSDB must receive the original immunization records for the
pupil who transfers to MSDB.

Exemptions from one or more vaccines shall be granted for medical reasons upon certification by
a physician indicating the specific nature and probable duration of the medical condition relied
upon as a basis for not administering the vaccine(s). Exemptions for religious reasons must be
filed annually. The statement for an exemption shall be maintained as part of the student’s
immunization record. The permanent file of students with immunization exemptions shall be
marked for easy identification should the Department of Health order that exempted students be
excluded from school temporarily when the risk of contracting or transmitting a disease exists.
Exclusion shall not exceed thirty (30) calendar days.

The Superintendent may allow a student who has not been immunized against each disease listed
in 8 20-5-403, MCA, to commence attending school if that student has received one or more
doses of polio, meases (rubeola), mumps, rubella, diphtheria, pertussis, haemophilus influenza
type "b", and tetanus vaccine.

MSDB shall exclude a student for noncompliance with the immunization laws and properly
notify the parent(s) or guardian(s). The local heath department may seek an injunction requiring
the parent to submit an immunization status form, take action to fully immunize the student, or
file an exemption for persona or medical reasons.

Lega Reference: 8 20-3-324(20), MCA Powers and Duties
§ 20-5-401- 410, MCA Health

Policy History:
Adopted on: 01-10-03

Revised on:
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Emergency llIness/Accidents 3415

In the event of injury or illness, the Board of Public Education recognizes that MSDB is
responsible for providing first aid or emergency treatment, notifying the parent or guardian and
in serious instances, summoning a doctor and/or arranging for hospitalization. In the case of day
students, aid, care and communication with parents and monitoring of health care services will
be provided by the staff of the health services program.

All accidents that occur on school property or during school activities should be reported to the
principal and/or dean of student’s office.

The Director of Health Services will develop uniform procedures for giving first aid and delegate
necessary authority for arranging for medical attention and/or hospitalization, notifying parents,
and officially reporting accidents. These procedures will be posted in the School and the staff
will be informed of them.

The Board encourages its faculty and staff to become trained in first aid. The treatment of minor
injuries or administering of medicine will only be performed by licensed health services staff and
only when permission has been granted by the parent or guardian.

In the event a child isinjured in school, first aid will be administered by the education or cottage
staff until licensed health services staff reach the scene. If a child becomes acutely ill or is
serioudy injured, the school will inform the parents/guardian, who will make the decision
whether to pick up the child at the School or meet the child at a health care facility when it is
feasible for the parent to be in attendance. If the School is unable to reach the parents or if they
choose to meet the child at the health care facility, the child may be transported by School
personnel or by ambulance at the discretion of the Director of Health Services. If the School is
unable to reach the parents, an attempt will be made to contact the child’s personal physician as
designated on the student’s record.

Policy History:
Adopted on: 10-14-92
Revised on: 11-16-03
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Procedure for Reporting AccidentsInjuries 3415P

In al cases where an accident has occurred and an injury of any type is incurred, the following
procedures are to be followed:

1. Report the accident to health services and secure medical assistance if necessary.
2. Written “Accident/Injury Report”, 3415F, should be completed by the following:

a The staff member(s) that witnessed the accident or were the first on the scene.

b. Other witnesses.
C. The Director of Health Services or other nurse on duty to whom the accident was
reported.

3. The written report must be submitted immediately or as soon as reasonably possible to the
program supervisor where the illness or accident occurred:

a Principal
b. Dean of Students

When an accident occurs and one or more of these individuas are not on duty, the report should be
left in their mailbox for immediate attention the next day.

4, The dean of students and the principa are to be informed of all serious injuries regardless of
the time of day or night.

5. The dean of students and the principa are to be contacted whenever a child is hospitalized
regardless of the time of day or night.

Policy History:
Adopted on: 11-14-03
Revised on:



Montana School for the Deaf and the Blind

Accident — Injury Report  3415F
To be completed by adult responsible for student at the time of injury or theinjured individual
Injured person: Date:

Location of Accident: Time of accident: PM o AM

Details of Accident: (write on back of form if necessary)
Please include possible area of injury for nurse to observe. For example: “Student involved in altercation with no
visible signs of injury. Student was observed (or reported) being punched in the left bicep”.

Person completing form: Date:

| To be completed by Health Services Staff Only |

Details of Injury:

Vital signs: Last Tetanus:

Treatment Administered:

Parent/guardian notified: O Yes O No If no, why?
Who was notified: By whom?
When? : PM or AM How?

Response of person notified:

Disposition of person after treatment? Follow-up required? Yes
No

Comments:




Signature of Nurse completing form:

Signature of Director of Health Services:

Signature of Principal:

Signature of Dean of Students

Adopted on: 10-14-92
Revised: 9-15-03

Date:
Date:
Date:
Date:
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Referral of Students to the Health Services 3416

When a teacher* has a concern for the health of a student, he/she must refer this student to the
Health Services to determine what that child’s medical need may be. The procedure for referring
a student to the Health Servicesis as follows:

Studentsin the Deaf and Hard of Hearing Education Department:

1) The teacher has a concern regarding the students' physical well being or the student is
complaining of an illness.

2) The teacher will notify Jan Nelson
3) Jan Nelson will notify the Health Services department to see if the student can be seen.

4) Jan Nelson will notify the teacher and instruct the teacher to either send the student or wait.
The teacher will send the student to Jan Nelson for a pass to the Health Services The teacher
should also fill out an Accident/Injury report if applicable.

5) The student shall go to the Health Services and upon arrival, the following may take place

after examination of the student:

a) Return the student back to class if the concern is not significant (a note or phone call
from the Health Services will describe the outcome of the examination).

b) Notify the parent if the student will need some kind of care by the Health Services
department or if a day student may need to be picked up.

c) The student will be admitted to the Health Services for care if they are aresidentia
student and/or the parent is unable to pick up the child within a short time.

d) The Hedlth Services staff will notify Jan Nelson of the outcome of the referral.

Studentsin the Blind and Visually Impaired Education Department:

1) The teacher has a concern regarding the students' physical well being or the student is
complaining of an illness.

2) The teacher will contact the Health Servicesto see if a student can be seen.

3) The student shall go to the Health Services (the teacher should fill out an Accident/Injury
report if applicable) and upon arrival, the following may take place after examination of the
student:

a) Return the student back to classif the concern is not significant (a note or phone call
from the Health Services will describe the outcome of the examination).

b) Notify the parent if the student will need some kind of care by the Health Services
department or if a day student may need to be picked up.
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c) The student will be admitted to the Health Services for care if they are aresidentia
student and/or the parent is unable to pick up the child within a short time.
d) The Hedth Services staff will notify the teacher of the outcome of the referral.

Studentsin the Cottages:

1) The cottage life attendant has a concern regarding the students' physical well being or the
student is complaining of an illness.

2) The cottage life attendant will contact the Health Services to see if a student can be seen.

3) The student shall go to the Health Services (the cottage life attendant should fill out an
Accident/Injury report if applicable) and upon arrival, the following may take place after
examination of the student:

a) Return the student back to the cottage if the concern is not significant (a note or phone
call from the Health Services will describe the outcome of the examination).

b) Notify the parent if the student will need some kind of care by the Health Services
department or if aday student may need to be picked up.

¢) The student will be admitted to the Health Services for care if they are aresidential
student and/or the parent is unable to pick up the child within a short time.

d) The Health Services staff will notify the cottage life attendant of the outcome of the
referral.

*|f a staff person has been asked by the students' parents to call when the student isill, the
teacher may comply with their request. However, this communication will be in addition to the
communication provided to the parents by the Health Services staff. The communication by the
Health Services staff to the parents will be documented in the student’s medical file.

Cross Reference: Student 3415 Emergency IlIness/Accident

Policy History:
Adopted on: 11-14-03

Revised on:
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Communicable Diseases 3417

The Montana School for the Deaf and Blind is required to provide educational servicesto al deaf or
blind children who are appropriately placed through the IEP process. Attendance at School may be
denied to any child diagnosed as having a communicable disease which could make the child's
attendance harmful to the welfare of other students. In the instance of diseases causing suppressed
immunity, attendance may be denied to a child with suppressed immunity in order to protect the
welfare of the child with suppressed immunity when othersin the School have an infectious disease
which, athough not normally life threatening, could be life threatening to the child with suppressed
immunity.

The Board recognizes that communicable diseases which afflict students range from common
childhood diseases, acute and short-term in nature, to chronic, life-threatening diseases such as
human immunodeficiency virus (HIV) infection. MSDB shall rely on the advice of the public
health and medical communities in assessing the risk of transmission of various communicable
diseases to determine how best to protect the hedlth of both students and staff.

Management of common communicable diseases will be in accordance with Montana Department
of Health guidelines and communicable diseases control rules. A student who exhibits symptoms of
a communicable disease which is readily transmitted in the school setting may be temporarily
excluded from school attendance.

Students who complain of illness at School shal be referred to Health Services, upon evaluation by
the school’ s Hedlth Services staff, may be sent home as soon as the parent or person designated on
the student’ s emergency medica authorization form has been notified.

MSDB reserves the right to require a statement from the student’ s primary care provider authorizing
the student’ s right to privacy.

When information is received by a staff member or volunteer that a student is afflicted with a
serious communi cable disease, the staff member or volunteer shal promptly notify the Director of
MSDB'’s Hedlth Services to determine appropriate measures to protect student and staff health and
safety. The Health Services Director, after consultation with and on the advice of public health
officias, shall determine which additional staff members, if any, have need to know of the affected
student’ s condition.

Only those persons with direct responsibility for the care of the student or for determining
appropriate educational accommodation will be informed of the specific nature of the condition, if it
is determined there is a need for such individuals to know this information. Parents of other
children attending the school may be notified that their child has been exposed to a communicable
disease without identifying the particular student who has the disease.
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Exposure Control Plan for Bloodborne Pathogens

There are many diseases carried by blood. The two most common are the hepatitis B virus (HBV)
and the human immunodeficiency virus (HIV). Bloodborne pathogens can cause infection by
entering your body in a variety of ways, including:

a) open cuts

b) nicks

) skin abrasion

d) dermdtitis

e) acne

f) the mucous membranes of your mouth, eyes or nose

Bloodborne diseases can aso be transmitted indirectly. This can happen when you touch an object
or surface contaminated with blood or other infectious materias and transfer the infection to your:

a) mouth

b) eyes

) nose

d) open skin

Contaminated surfaces are amagjor cause of the spread of hepatitis. HBV can live on environmental
surfaces dried and a room temperatures for at least one week. All staff who are considered during
the performance of their regular duties, to be at risk for excessive exposure to body fluids shall:

a) received the proper series of HBV inoculations

b) wear rubber, latex or vinyl gloves

) attend an in-service presented by the Director of Hedth Services

d) exercise dl precautions necessary and appropriate to the work environment and
assigned duties

e) be meticulous in handwashing

Groups who shall have HBV immunizations are:

a) nurses
b) education and student support staff who serve multi-handicapped students

Those who should consider receiving the immunizations are:

a) preschool staff

b) housekeeping staff

) maintenance staff

d) other staff working closely with students determined to be at risk of infection
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The cost of the immunizations will be paid by MSDB. Any employee who does not wish to be
immunized, must sign the following waiver:

I recognize and have been advised completely asto the risk of
hepatitis B virus (HBV) and have been advised to receive the proper series of immunizations.
Please be advised that | will not volunteer to take the recommended course of immunization.

Signed

Note: For purposes of this policy, the term *“communicable diseases’ refersto the diseases
identified in 16.28.202, ARM, Reportable Diseases, with the exception of common colds and flu.

Legal Reference: 16.28.101, et seq, ARM Communicable Disease Control

Policy History:
Adopted on: 10-28-94

Revised on:
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The intent of this document is to provide a proactive, orderly procedure to be in place to assist
school and cottage personnel intheir response to crisis, whatever the nature of that crisis may be.

Our goal isto appropriately manage a crisis Stuation while maintaining the operation and
ddiverance of anormal educational program.

The Montana School for the Deaf and the Blind Crisi's Team will consist of:

Superintendent Principal
Dean of Students Supervising Counselors
Psychologist Director of Health Services

Included will be any other people deemed appropriate.

All persons who work with students at MSDB must recognize the boundaries of their competencies
and their personal and professiona limitations. All must recognize the possible harm to the student,
the staff person, and the School that could result from attempting to deal with a Situation that you
are not trained to handle.

In addition, we should be aware that the Schools' responsibilitiesin responding to students with
serious problems involve but are not limited to:

1. gathering necessary information,

2. involving appropriate personnd;

3. seeking supportive resources,

4. formulating a plan of action;

5. following the plan to its conclusion. (See attached forms.)

If any staff has reason to believe a student may present an imminent threat to self or to others, that
person should first ensure that the student remains under constant supervision of an adult and, in the
event of extreme anger, tantrum or acting out has an opportunity to “cool off.” The Principa or
Dean must then be immediately notified.

Upon satisfactory dispositionof the behavioral problem, the Crisis Team will confer to review
|[EP/CST and other relevant documents and pertinent information and draw up an intervention plan
to use with the student. If not possible to hold a formal meeting, the conference can take the form of
a phone information/polling session. If upon evauation by acrisis team member, a student is
considered to present an imminent threat to self or others, the parents will be notified immediately
and the attached procedures will be implemented.
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If it isfound to be in the student’ s best interests, advisable or (necessary) to exclude a student from
School the Principal or Dean will make such recommendation to the Superintendent who will then:

1
2.

Implement 10.16.2711 of the Administrative Rules of Montana
Proceed with the applicable MSDB policy.

3. Notify the Board of Public Education at the next regularly scheduled meeting.

PROCEDURES FOR DEALING WITH STUDENTS AT RISK FOR SUICIDE

When a gtaff member becomes aware of a student’s suicidal threats, intervention must be
implemented. The following behaviors or statements indicate a suicide threat:

ouhkhwbdpE

Making awill.
Giving away favorite belongings.
Hopel essness.
An obsession with degth.
Risk-taking behavior.
Taking or writing about death in statements such as:
a “ltsnot worth it.”
b. “You'll al be better off without me.”
C. “Thishasto end.”
Sudden lift in mood; euphoria or whirlwind of activity after a period of depresson may
indicate the decision to end life has been made.

Any staff member who has knowledge of a suicide threat, or suspects suicida intentions must
immediately implement the following procedures:

1
2.

Notify a Crisis Team member.
After notifying a team member, protect the privacy of the student and family by
maintaining strict confidentiality.

3. If the student seems to be in immediate danger, escort the student to the crisis team

member or an identified “safe spot” i.e. Hedlth Services. DO NOT LEAVE THE
STUDENT ALONE!

4. Fill out the enclosed reporting form, and submit it to your immediate supervisor.

If a student threatens suicide after school hours either in the MSDB residentia cottage or by
phoning a staff member at home, the staff member should contact the following people until oneis

reached:

1. Dean of Students (if student isin the residential program.)

2. The Superintendent or Principal.

3. A Crisis Team Member to discuss the threat and needed action.
4. Student's parent.
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5. Make areferrd to the crisis management team the next school day by filling out the
attached reporting form and submitting it to your supervisor.

Any staff who has knowledge of a suicide attempt shall immediately implement the following
procedure:

1. Take appropriate first aid action, and call for emergency medical assistance.

2. Notify the School Superintendent, Principal or Dean of Students.

3. Arrange for immediate supervision of the student; search the student's room for pills,
guns, knives etc.

4. The Superintendent, Principal or Dean of Students, in the presence of another crisis
management team member shall contact the parents or guardians of the child.

5. Fill out the attached reporting form and submit it to your supervisor.

When deding with the high risk student, the Crisi's Management Team Member will follow these
guidelines:

1. Do not agree to keep the students suicide intentions or threats confidential.

2. Arrange for reasonable supervision of the student.

3. The Superintendent, Principal or Dean of Students along with another team member will
contact the parents and describe the situation.

4. If parents can not be reached, a community mental health professional or the police will
be contacted to assist in working with the student.

5. Follow-up. Keep informed about the student's progress; assist the family in arranging
follow-up therapy; determine the school's role in assisting the student upon release.

The following procedures should be implemented for the student who has attenpted suicide and
returns to school;

1. Parents should demongtrate that the student has received and continues to receive
appropriate therapy and aso provide written documentation from the student's therapist
regarding his/her progress and the school'srole in assisting the student upon return to
school.

2. The school will remain informed of the student's progress, and the school'srolein

assisting the student upon return.

3. A member of the Crisi's Team will serve as an in-school contact person for the student.

4. Appropriate staff shal be notified, bearing in mind confidentiaity and the privacy of the
sudent and family.

Following are "red flags' that may indicate a potentia need for suicide prevention:

1. Difficulty communicating with others.
2. Parentd acohol/drug abuse; family history of suicide, family conflict.
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3. Lossof important person or thing.
4. Termination of dating relationship.
5. Undue parental pressure to achieve.
6. Lack of peer acceptance.
7. Indication of hopelessness, apathy, lethargy.
8. Over-achievement and self-criticism.
9. Declining interest in school work.
10. Abrupt changes in behavior, appetite, interest persona appearance.
11. Lossof saf-esteem.
12. Evidence of risk-taking behavior.
13. Inability to concentrate.
14. Morbid views.
15. Significant weight change.
16. Previous suicide attempts.

PROCEDURES FOLLOWING STUDENT/STAFF SUICIDE

FIRST DAY:
Person found dead of an apparent suicide.

1. Criss Team will meet to review the facts, compile necessary forms, and plan specific
activities for day two.

2. Arrange for psychological counsdling for students and staff as necessary. Develop a
script for staff so facts remain the same.

SECOND DAY:

1. Staff meetings will be held. The Principal/Dean will review the known facts and
announce the specia schedule for the next few days.
2. Staff to be reminded that any communication with the media is the responsibility of the
Superinterdent or his designee.
3. Staff will be notified of faculty meetings after school to review the events of the day.
4. A crisis center or centers will be established on campus. The center will be staffed by
Crids Team Members for the purpose of talking with students on adrop-in basis.
Students will be alowed to use the crisis center as needed.
Teachers will allow for expressions of gief, while striving to return to the normal routine
as soon as possible.
Teachers will be encouraged to review the facts and dispel any rumors in their classes.
Crisis Team Memberswill cal parents of students who are especialy traumatized.
. Staff members are assembled after school (including cottage staff) to allow for
expression of feeling. Also, at thistime alist will be compiled of students who are
particularly traumatized.

o 0

© 0o~
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THIRD DAY
1. Community mental health consultants will be sought as needed. School Psychologist and
Counselorswill continue to meet with students.

FOURTH AND SUCCEEDING DAY S
1. Psychologist will continue crisis intervention, talking with parents, and meeting with

concerned staff.
2. Staff members who have been deeply involved with the crisis will meet with the

consultant for further verbalization of feglings.

Policy History:
Adopted on: 03-05-97

Revised on:
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Release/ Removal of Students from the School or Cottages 3440

The Board recognizes its responsibility for the proper care of students at al timesand in al
places at MSDB. Students shall not be removed from campus grounds, any School or residential
building or School or residential function at any time except by a person duly authorized. Before
a student is removed or excused, the person seeking to remove the student must present, to the
satisfaction of the principal, dean of students or their designee, evidence of his/her proper
authority to remove the student. A teacher, cottage life attendant or other supervising adult
should not excuse a student from a classroom or cottage to confer with anyone unless the request
is approved by the principal, dean of students or their designee.

Policy History:
Adopted on: 03-15-02

Revised on;
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Procedure for Release/Removal of Students to Parents, Law Enforcement 3440 P

or Department of Family Service

The School must exercise a high order of responsibility for the care of al students while
attending classes, activities or living in the cottages. The removal of a student from campus, at
anytime, may be authorized in accordance with the following procedures:

1.

A student shall be released to the custodial parent. No child isto be released by staff,
from the classroom or cottage, without first having been signed out either by the
education secretary or cottage office. Notice of sign-out must be communicated to the
staff either by a phone or e mail message or by written note. If a staff person is unsure of
the identity of an individual who has been authorized to remove a student from the
School or cottage, the staff person must verify the individual’s identity by requesting to
see aphoto ID.

A supervisor or administrator shall always check with the custodial parent before
releasing the student to a non-custodial parent. When in doubt as to custodial rights,
School enrollment records must be relied upon, as the parents/guardian have the burden
of furnishing Schools with accurate, up-to-date information. Staff will be notified by the
administration if the guardianship/custodial status of a student changes during the year.
Staff must immediately notify their program supervisor if a non-custodia parent, or
unauthorized individual attempts to remove a student from campus. If a staff member is
unsure of the custodial status of a student he/she must contact their program supervisor
for this information before releasing a student.

If there isaroutine, i.e., an on-going appointment or if parents routinely pick up children
from School or the cottage, this information should be provided in writing or via e-mail
to the teacher or cottage life attendant or supervising adult through the education
secretary, supervising counselor, school psychologist or health services staff. This
information should include the time, date, and to whom the child will be released and
beginning and ending dates for the routine release. The parent, guardian, or authorized
person does not need to follow sign out procedures when there is a documented routine
release.

Unless an emergency situation justifies a waiver by an administrator, if achild isto be
released, at anytime, to another individual, the parent or guardian must provide prior
notification in writing, email or viaFAX to the principal or dean of student providing the
name, contact information and relationship of the individual to the student or family.

Police shall be called by a program administrator or supervisor if avisitor becomes
disruptive or abusive.
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6. Law enforcement officers, upon proper identification, may remove a student from School
as provided in policy Community Relations 4411 Investigations and Arrest by Policy.

7. Any other agencies must have written administrative or court order directing MSDB to
give custody to them. However, employees of the Department of Family Services may
take custody of a student under provisions of 41-3-301 MCA, without a court order.
Proper identification is required before the student shall be questioned or released.

Cross Reference: Community Relations 4411 Investigations and Arrests by Police
41-3-301 MCA Emergency Protective Services

Policy History:
Adopted on: 03-15-02

Revised on:
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Student records, including records from the education, residential and health services programs
are confidential, and information from them shall not be released other than as provided by law.
State and federal laws grant students and parents certain rights, including the right to inspect,
copy, and challenge school records. The information contained in all student records shall be
kept current, accurate, clear, and relevant. All information maintained concerning a student’s
specia education services shall be directly related to the provision of servicesto that child.
MSDB may release directory information as permitted by law, but parents shall have the right to
object to the release of information regarding their child. Military recruiters and institutions of
higher education may request and receive the names, addresses, and tel ephone numbers of all
high school students, unless the parent(s) notifies the School not to release this information.

MSDB maintains two (2) sets of school records for each student — a permanent record and a
cumulative record. The permanent record will be maintained in perpetuity for every student who
has been enrolled at MSDB. The School will maintain cumulative records for eight (8) years
after the student graduates or permanently leaves the School after which time they will be
destroyed. Cumulative records which may be of continued assistance to a student who graduates
or permanently withdraws from the School, may, after five (5) years, be transferred to the parents
or to the student if the student has succeeded to the rights of the parents.

The Superintendent shall implement this policy and state and federal law with administrative
procedures. The Superintendent or a designee shall inform staff members of this policy, and
shall inform students and their parents of it, as well as their rights regarding student school
records.

Notice to Parents Required by No Child Left Behind Act of 2001 (“NCLB")
Student Privacy

1 Asrequired by NCLB § 1061 (c)(2)(A): The student privacy policies developed by the
School shall provide for reasonable notice of the adoption or continued use of sich
policies directly to the parents of students enrolled in schools served by MSDB. At a
minimum, MSDB shall:

a Provide such notice at least annually at the beginning of the school year and
within areasonable period of time after any substantive change in such policies,
and

b. Offer an opportunity for the parent to opt the student out of the activity.

2. Asrequired by NCLB 8§ 12061(c)(2): MSDB shall provide reasonable notice of such
existing policies to parents and guardians of students, e.g., “ The Board has adopted and
continues to use policies regarding student privacy, parental access to information, and
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administration of certain physical examinations to minors. Copies of those policies areavailable
upon request.”

NOTE: The only notices applying to districts/schools that do not receive Title | funds are those
regarding student privacy.

Lega Reference: Family Education Rights and Privacy Act, 20U.S.C. § 1232g; 34 C.F.R.
99
§20-5-201, MCA  Duties and sanctions
840-4-225, MCA  Accessto records by parent
10.55.909, ARM Student records
No Child Left Behind Act of 2001, P.L. 107-334

Policy History:
Adopted on: 01-10-03

Revised on: 07-16-04
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Procedure for Maintenance of Student Records 3600P

MSDB maintains two (2) sets of school records for each student — a permanent record and a
cumul ative record.

The permanent record shall include:

basic identifying information

most recent IEP and CST

academic transcripts

Immuni zation records

most recent physical evaluations related to a student’ s disability; i.e. audiological, eye
condition, functional vision assessment, speech/language, physical and/or

occupational
evauation

dates of attendance

educationally related disciplinary action taken against the student that results in the
expulsion or out of school suspension of the student

academic work completed

grades

results of standardized achievement tests

The cumulative record may include:

intelligence and aptitude scores

psychological reports

archived physical evaluations related to a student’ s disability; i.e. audiological, eye
condition, functional vision assessment, speech/language, physical and/or

occupational

evauation

health records and treatment notes

achievement test results

report cards

quarterly cottage reports

cottage intake packet

participation in extracurricular activities

honors and awards

teacher progress reports

verified reports or information from non-educational persons

verified information of clear relevance to the student’ s education

information pertaining to release of this record

disciplinary information not resulting in expulsion or out of school suspension



Page 2 of 6
3600P

Information in the permanent record will indicate authorship and date and shall be maintained in
perpetuity for every student who has been enrolled at MSDB. Cumulative records shall be
maintained for eight (8) years after the student graduates or permanently |eaves the school.
Cumulative records which may be of continued assistance to a student with disabilities who
graduates or permanently withdraws from MSDB, may, after five (5) years, be transferred to the
parents or to the student if the student has succeeded to the rights of the parents.

The principal shall be responsible for the maintenance, retention, or destruction of a student’s
permanent or cumulative records, in accordance with MSDB’ s procedure established by the
Superintendent.

Access to Student Records

MSDB shall grant access to student records as follows:

1. MSDB or any school employee shall not release, disclose, or grant access to information
found in any student record, except under the conditions set forth in this document.

2. The parents of a student under eighteen (18) years of age shall be entitled to inspect and
copy information in the child’s school records. Such requests shall be made in writing
and directed to the records custodian. Access to the records shall be granted within
fifteen (15) days of the school’ s receipt of such arequest.

Where the parents are divorced or separated, both shall be permitted to inspect and copy
the student’s school records unless a court order indicates otherwise. MSDB shall send
copies of the following to both parents at either one’s request, unless a court order
indicates otherwise:

|IEP/CST reports,

Academic progress reports or records,

Cottage reports if the student is aresidentia student;

Health reports;

Notices of parent-teacher conferences,

School calendars distributed to parents/guardians; and

Notices about open houses and other major school events, including pupil-parent
interaction.

@rpo0 o

When the student reaches eighteen (18) years of age, graduates from high school,
marries, or enters military service, all rights and privileges accorded to the parent become
exclusively those of the student.



Page 3 of 6
3600P

Access shall not be granted to the parent or the student to confidential letters and
recommendations concerning the admission to a post-secondary educational institution,
applications for employment, or the receipt of an honor or award, if the student has waived his or
her right of access, after being advised of his or her right to obtain the names of all persons
making such confidential |etters or statements.

3. MSDB may grant access to or release information from student records to employees or
officials of the School or the Montana State Board of Education, provided a current,

demonstrable educational or administrative need is shown, without parental consent or
notification. Accessin such cases shall be limited to the satisfaction of that need.

4, MSDB may grant access to or release information from student records without parental
consent or notification to any person, for the purpose of research, statistical reporting, or
planning, provided that no student or parent can be identified from the information
released, and the person to whom the information is released signs an affidavit agreeing
to comply with all applicable statutes and rules pertaining to school student records.

5. MSDB shall grant access to or release information from a student’ s records pursuant to a
court order, provided that the parent(s) shall be given prompt written notice, upon receipt
of such order, of its terms, the nature and substance of the information proposed to be
released, and an opportunity to inspect and copy such records and to challenge their
contents. A loca educational agency or accredited school may release student
information under provisions of 20 U.S.C. 1232g(B) of the Family Educational Rights
and Privacy Act of 1974, as amended. MSDB shall not grant access to or release
information from a student’ s records pursuant to a subpoena issued in civil proceedings
unless the parent has executed a written release or the parent has been given written
notice and an opportunity to inspect and copy such records and to challenge the subpoena
in court.

6. MSDB shall grant access to or release information from any student record, as
specifically required by federal or state statute under provisions of 20 U.S.C.
12329(B)(1)(E) of the Family Educational Rights and Privacy Act of 1974, as amended.

7. MSDB shall grant access to or release information from student records to any person
possessing a written, dated consent, signed by the parent or eligible student with
particularity as to whom the records may be released, the information or record to be
released, and the reason for the release. One (1) copy of the consent form will be kept in
the records, and one (1) copy shall be mailed to the parent(s) or eligible student by the
Superintendent. Whenever the School requests the consent to release certain records, the
records custodian shall inform the parent(s) or eligible student of the right to limit such
consent to specific portions of information in the records.
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14.
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MSDB may release student records to the Superintendent or an official with similar
responsibilities in a school in which the student has enrolled or intends to enroll, upon
written request from such official. 20-1-213 MCA

Prior to the release of any records or information under items 5, 6, 7, and 8 above, MSDB
shall provide prompt written notice to the parents or eligible student of this intended
action. This notification shall include a statement concerning the nature and substance of
the records to be released and the right to inspect, copy, and challenge the contents.

MSDB may release student records or information in connection with an emergency,
without parental consent, if the knowledge of such information is necessary to protect the
health or safety of the student or other persons. The superintendent, principal, dean of
students shall make this decision, taking into consideration the nature of the emergency,
the seriousness of the threat to the health and safety of the student or other persons, the
need for such records to meet the emergency, and whether the persons to whom such
records are released are in a position to deal with the emergency. The School shall notify
the parent(s) or eligible student, as soon as possible, of the information released, the date
of the release, the person, agency, or organization to whom the release was made, and the
purpose of the release.

MSDB may disclose, without parental consent, student records or information to the
youth court and law enforcement authorities, pertaining to violations of the Montana
Y outh Court Act or criminal laws by the student. A local educational agency or
accredited school may release student information under provisions of 20 U.S.C.
12329(B)(1)(E)(ii)(1)of the Family Educational Rights and Privacy Act of 1974, as
amended.

MSDB will comply with an ex parte order requiring it to permit the U.S. Attorney
General or designee to have access to a student’ s school records without notice to or
consent of the student’ s parent(s)/guardian(s). A local educational agency or accredited
school may release student information under provisions of 20 U.S.C.
1232¢g(B)(1)(C)(ii)(11)of the Family Educational Rights and Privacy Act of 1974, as
amended.

MSDB charges anominal fee for copying information in the student’s records. No parent
or student shall be precluded from obtaining a copy of information in the records because
of financia hardship.

A record of al releases of information from student records (including all instances of

access granted and whether or not the records were copied) shall be kept and maintained
as part of such records. This record shall be maintained for the life of the student record
and shall be accessible only to the parent(s) or eligible student, superintendent, principal,
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dean of students, records custodian, or other person, as needed. The record of release
shall include:

Information released or made accessible.

The name and signature of the records custodian.

The name ard position of the person obtaining the release or access.
The date of the release or grant of access.

A copy of any consent to such release.

®DoO T

Transfer of Student Records

A certified copy of the permanent and/or cumulative file of any student and the file containing
specia education records of any student shall be forwarded by mail or electronicaly to alocal
educational agency or accredited school in which the student seeks to or intends to enroll, within
five (5) working days after receipt of awritten or electronic request. The files that are forwarded
must include education records in the permanent file [i.e., name and address of the student, name
of parent(s)/legal guardian(s), date of birth, academic work completed, level of achievement
(grades, standardized tests) and immunization records*], specia education records, and any
disciplinary actions taken against the student that are educationally related.

If the records cannot be transferred within five (5) days, MSDB shall notify the requestor, in
writing or electronically, providing the reasons why MSDB is unable to comply with the five-
(5)-day time frame. MSDB shall also include in that notice the date by which the requested
records will be transferred. A request for the transfer of records shall not be refused because the
student owes fines or fees.

NOTE:* The original immunization record must be forwarded to the requesting district within
thirty (30) days after a transferring pupil ceases attending the District.

Directory Information

The Montana School for the Deaf and the Blind may release certain directory information
regarding students, except that parents may prohibit such arelease. Directory information shall
be limited to:

name

address

gender

grade level

birth date and place

parents’ /guardians' names and addresses

academic awards, degrees, and honors

information in relation to school-sponsored activities, organizations, and athletics

period of attendance in school
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Annual notification to parents and students concerning school records will inform them of their
right to object to the release of directory information. Any parent(s)/guardian(s) or eligible
student may prohibit the release of any or al of the above information by delivering awritten
objection to the building principal within thirty (30) days of the date of thisnotice. No directory
information will be released within this time period, unless the parent(s)/guardian(s) or eligible
student are specifically informed otherwise.

Military Recruiters/Institutions of Higher Education

Pursuant to federal law, the Montana School for the Deaf and the Blind is required to release the
names, addresses, and telephone numbers of al high school students to military recruiters and
institutions of higher education upon request. The natification to parents and students
concerning school records will inform them of their right to object to the release of this
information.

Student Record Challenges

The parents may challenge the accuracy, relevarcy, or propriety of the records, except (1)
grades, and (2) references to expulsions or out-of-school suspensions, if the challenge is made
when the student’ s school records are being forwarded to another school. They have the right to
request a hearing at which each party has:

. the right to present evidence and to call witnesses,

. the right to cross-examine witnesses;

. the right to counsel at the party’ s own expense;

. the right to awritten statement of any decision and the reasons therefore;

. the right to appeal an adverse decision to an administrative tribunal or official, to

be established or designated by the State Board.
The parents may insert a written statement of reasonable length describing their position on
disputed information. The school will include the statement in any release of the information in
dispute.
Cross Reference: STUDENT 3600 Student Records
STUDENT 3413 Student Immunization
Lega Reference: Family Education Rights and Privacy Act, 20 U.S.C. § 1232¢g; 34 C.F.R. 99
§ 20-5-201, MCA Duities and sanctions
§ 20-5-406, MCA Immunization record
§ 20-1-213, MCA Transfer of School records
8 40-4-225, MCA Access to records by parent
§ 41-5-215, MCA Y outh court and department records — notification of school
10.55.909, ARM  Student records
P.L. 107-110;
Section 4155 No Child Left Behind Act
Procedure History:
Adopted on: 01-10-03
Revised on:
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This notification may be distributed by any means likely to reach the parent(s)/guardian(s).

MSDB will maintain two (2) sets of school records for each student: a permanent record and a
cumulative record. The permanent record shall include:

basic identifying information

most recent |IEP and CST

academic transcripts

immunization records

most recent physical evaluations related to a student’ s disability; i.e. audiological, eye

condition, functional vision assessment, speech/language, physical and/or occupational

evaluation

dates of attendance

educationally related disciplinary action taken against the student that results in the
expulsion or out of school suspension of the student

academic work completed

transcript of courses taken and grades earned

results of standardized achievement tests

The cumulative record may include:

intelligence and aptitude scores

psychological reports

archived physical evaluations related to a student’s disability; i.e. audiological, eye
condition, functional vision assessment, speech/language, physical and/or
occupational evaluation

health records and treatment notes

report cards

quarterly cottage reports

cottage intake packet

participation in extracurricular activities

honors and awards

teacher progress reports

verified reports or information from non-educational persons

verified information of clear relevance to the student’ s education

information pertaining to release of thisrecord

disciplinary information not resulting in expulsion or out of school suspension

The Family Educationa Rights and Privacy Act (FERPA) affords parents/guardians and students
over eighteen (18) years of age (“€eligible students”) certain rights with respect to the student’s
education records. They are:
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Theright to inspect and copy the student’s education records, within a reasonable
time from the day M SDB receives a request for access.

The parent(s) or guardian(s) of students less than eighteen (18) years of age have the right
to inspect and copy the permanent record of the student. Parents/guardians or students
should submit to the school principal or appropriate school official awritten request that
identifies the record(s) they wish to inspect. The principal or school official will make
arrangements for access and will notify the parent(s)/ guardian(s) or €ligible student of
the time and place where the records may be inspected.

The school charges a nominal fee for copying, but no one will be denied the right to a
copy of their records because of an inability to pay this cost.

The rights contained in this section are denied to any person against whom an order of
protection has been entered concerning a student.

Theright to request the amendment of the student’s education records that the
parent(s)/guardian(s) or eligible student believes ar e inaccur ate, misleading,
irrelevant, or improper.

Parents/guardians or eligible students may ask MSDB to amend arecord that they believe
is inaccurate, misleading, irrelevant, or improper. They should write the school principal
or dean of students, clearly identifying the part of the record they want changed, and
specifying the reason.

If MSDB decides not to amend the record as requested by the parent(s)/guardian(s) or
eligible student, the School will notify the parent(s)/guardian(s) or eligible student of the
decision and advise him/her of their right to a hearing regarding the request for
amendment. Additional information regarding the hearing procedures will be provided to
the parent(s)/guardian(s) or eligible student when notified of the right to a hearing.

Theright to permit disclosure of personally identifiable infor mation contained in
the student’s education records, except to the extent that FERPA or state law
authorizes disclosur e without consent.

Disclosure is permitted without parental or student consent to school officials with
legitimate educational or administrative interests. A school official is a person employed
by MSDB as an administrator, supervisor, instructor, or support staff member including
health services or cottage staff; a person serving on the Board; a person or company with
whom the School has contracted to perform a special task (such as an attorney, auditor,
medical consultant, or therapist); or a parent(s)/guardian(s) or student serving on an
official committee, such as a disciplinary or grievance committee, or assisting another
school official in performing his/her tasks.
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A school officia has alegitimate educational interest if the official needs to review an
education record in order to fulfill his or her professiona responsibility.

Upon request, MSDB discloses education records without parental or student consent to
officials of another school district or education agency in which a student has enrolled or
intends to enroll, as well as to any person as specifically required by state or federal law.
Before information is released to individuals described in this paragraph, the
parent(s)/guardian(s) will receive written notice of the nature and substance of the
information and an opportunity to inspect, copy, and challenge such records. The right to
challenge school student records does not apply to: (1) academic grades of their child,
and (2) references to expulsions or out-of-school suspensions, if the challenge is made at
the time the student’ s education records are forwarded to another school to which the
student is transferring.

Disclosure of recordsis also permitted without parental or student consent to: any person
for research, statistical reporting, or planning, provided that no student or
parent(s)/guardian(s) can be identified; any person named in a court order; and
appropriate persons if the knowledge of such information is necessary to protect the
health or safety of the student or other persons.

Theright to a copy of any school student record proposed to be destroyed or
deleted.

Parent(s)/guardian(s) of a student may request a copy of any school student record which
The School proposes to destroy or delete.

Parent(s)/guardian(s) of a student may request a copy of any school student record which
the School proposes to destroy or delete. MSDB maintains two (2) sets of school records
for each student; a permanent record and a cumulative record. The permanent record will
be maintained in perpetuity for every student who hes been enrolled at MSDB. The
School will maintain cumulative records for eight (8) years after the student graduates or
permanently leaves the school after which time they will be destroyed. Cumulative
records which may be of continued assistance to a student who graduates or permanently
withdraws from the school, may, after five (5) years, be transferred to the parents or to
the student if the student has succeeded to the rights of the parents.

Destruction of records is the best protection against improper and unauthorized
disclosure. However, the records may be needed for obtaining social security benefits
other purposes. If the parent(s)/guardians(s) or student(s), upon age of mgjority, request
that the information be destroyed, the School will retain the permanent record
information
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5. Theright to prohibit the release of directory information concerning the
parent’ sguardian’s child.

Throughout the school year, the School may release directory information regarding
students, limited to:

name

address

gender

grade level

birth date and place

parents’ /guardians names and addresses

academic awards, degrees, and honors

information in relation to school-sponsored activities, organizations, and athletics
period of attendance in school

Any parent(s)/guardian(s) or eligible student may prohibit the release of any or all of the
above information by delivering a written objection to the building principal within thirty
(30) days of the date of thisnotice. No directory information will be released within this
time period, unless the parent(s)/guardian(s) or eligible student are specifically informed
otherwise.

6. Theright to request that that information not be released to military recruiters
and/or ingtitutions of higher education.

Pursuant to federal law, MSDB is required to release the names, addresses, and telephone
numbers of all high school students to military recruiters and ingtitutions of higher
education upon request.

Parent(s)/guardian(s) or eligible students may request in writing that MSDB not release
this information, and the School will comply with the request.

7. Theright to file a complaint with the U.S. Department of Education, concer ning
alleged failures by the School to comply with the requirements of FERPA.

The name and address of the office that administers FERPA is:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-4605
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Confidentiality of Personally Identifiable Information 3601

Asan explanation of parental rights in special education, parents receive, in writing at least
annually, Notice of Procedural Safeguards Under IDEA, published by the Office of Public
Instruction.

The Montana School for the Deaf and the Blind follows the provisions under the Family
Educationa Rights and Privacy Act (FERPA) and implements the procedures in CFR 300.562-
300.577, 10.16.3560 ARM and 20-1-213MCA.

Lega Reference: 34 CFR 300.562-577
ARM 10.16.3560
MCA 20-1-213

Policy History:
Adopted on: 07-12-01

Revised on:
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Surveys and the Collection of Personal Information 3602

Surveys — General

All surveys requesting personal information from students, as well as any other instrument used
to collect personal information from students, must advance or relate to the School’ s educational
objectives as identified in Board Policy. This appliesto all surveys, regardiess of whether the
student answering the questions can be identified and regardless of who created the survey.

Surveys Created by a Third Party

Before the School administers or distributes a survey created by athird party to a student, the
student’ s parent(s)/guardian(s) may inspect the survey upon request and within a reasonable time
of their request.

This section applies to every survey: (1) that is created by a person or entity other than a School
official, staff member, or student, (2) regardless of whether the student answering the questions
can be identified, and (3) regardless of the subject matter of the questions.

Surveys Requesting Personal Information

School officials and staff members shall not request, nor disclose, the identity of any student who
completes ANY survey containing one (1) or more of the following items:

l. Political affiliations or beliefs of the student or the student’ s parent/guardian.
. Mental or psychological problems of the student or the student’s family:
. Behavior or attitudes about sex;

V. Illegal, anti-social, self-incriminating, or demeaning behavior;
V. Critical appraisals of other individuals with whom students have close family
relationships,

VI.  Legally recognized privileged or analogous relationships, such as those with lawyers,
physicians, and ministers,

VII. Religious practices, affiliations or beliefs of the student or the student’ s parent/guardian;

VIII. Income (other than that required by law to determine eligibility for participation in a
program or for receiving financial assistance under such program).

The student’ s parent(s)/guardian(s) may:

l. Inspect the survey within a reasonable time of the request, and/or

. Refuse to allow their child to participate in any survey requesting personal information.
The school shall not penalize any student whose parent(s)/guardian(s) exercise this
option.
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Collection of Persona Information from Students for Marketing Prohibited

The term “personal information,” for purposes of this section only, means individually
identifiable information including: (1) a student’s or parent’sfirst and last name, (2) a home or
other physical address (including street name and the name of the city or town), (3) telephone
number, or (4) a socia security identification number.

The School will not collect, disclose, or use student personal information for the purpose of
marketing or selling that information or otherwise providing that information to others for that
purpose.

The School, however, is not prohibited from collecting, disclosing, or using personal information
collected from students for the exclusive purpose of developing, evaluating or providing
educational products or services for, or to, students or educational institutions such as the
following:

l. College or other post-secondary education recruitment or military recruitment;

. Book clubs, magazines, and programs providing access to low cost literary products,

[1I.  Curriculum and instructional materials used by elementary schools and secondary
schoals;

IV.  Testsand assessments to provide cognitive, evaluative, diagnostic, clinical, aptitude, or
achievement information about students (or to generate other statistically useful data for
the purpose of securing such tests and assessments) and the subsequent analysis and

public release
of the aggregate data from such tests and assessments;

V. The sale by students of products or services to raise funds for school-related or education
related activities;

VI.  Student recognition and programs.

Notification of Rights and Procedures

The Superintendent or designee shall notify students' parents/guardians of:

l. This policy aswell asits availability from the administration office upon request;

. How to opt their child out of participation in activities as provided in this policy;

[1l.  The approximate dates during the school year when a survey requesting personal
information, as described above, is scheduled or expected to be scheduled;

V. How to request access to any survey or other material described in this policy.

This notification shall be given parents/guardians at |east annually at the beginning of the school
year and within a reasonable period after any substantive change in this policy.
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The rights provided to parents/guardians in this policy transfer to the student, when the student
turns 18 years of age or is an emancipated minor.

NOTE: Thispolicy must be adopted in consultation with parents. 20 U.S.C. §1232h(c)(1).
Therefore, MTSBA recommends that, at a minimum, Boards specifically note this on their
meeting agendas and request public comment prior to adoption.

Cross Reference: 3410Student  Student Health
3200 Student  Student Rights and Responsibilities
3600 Student Student Records
3601 Student Confidentiality of Personally Identifiable Information
3114 Student Procedura Safeguards

Legel Reference: 20U.S.C. 1232h Protection of Pupil Rights
20U.S.C.8§1232g Family Education Rights and Privacy Act

Policy History:

Adopted on: 11-16-03
Revised on:
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Notice to Parents and Student Rights Concerning Surveys and Collection of Persona
Information 3602F

At least annually the Superintendent or designee shall notify students parents/guardians of
MSDB Student Policy 3602, Surveys and the Collection of Personal Information Approximate
dates of scheduled surveys described in MSDB Student Policy 3602 will be provided at the time
of the notice. Survey or other material described in this policy will be provided upon request of
the parent(s) or guardian(s).

The rights provided to parents/guardians in this policy transfer to the student, when the student
turns 18 years of age or is an emancipated minor.

On or about the dates of:

The following survey(s) will be conducted by MSDB, or by athird party on behaf of MSDB for
the purposes of informing the administration on issues related to curriculum and instruction,
and/or planning for school improvement or for developing, evaluating or providing educational
products or services for or to student or educational institutions:

MSDB will not collect, disclose, or use student persona information for the purpose of
marketing or selling that information or otherwise providing that information to others for that
purpose.

By contacting the School principal either by phone at 771-6000 or by completing the following
information and returning this form to: MSDB Principal, 3911 Central Avenue, Great Falls,
Montana 59405, you may have your child excluded from the surveys listed above.

| do not wish to have my child participate in surveys to be conducted by MSDB and noticed
above.

Student Name:

Parent Signature: Date:

Policy History:
Adopted on: 11-14-03
Revised on
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The Health Insurance and Portability and Accountability Act of 1996-Privacy Rule 3603

Background

The Health Insurance Portability and Accountability Act of 1996 (HIPAA) required the federal
government to adopt national standards for electronic healthcare transactions. At the same time,
Congress recognized that advances in electronic technology could erode the privacy of health
information and determined there was a need for national privacy standards. Asaresult, HIPAA
included provisions which mandated the adoption of federal privacy standards for individually
identifiable health information.

The standards found in the Privacy Rule are designed to protect and guard against the misuse of
individually identifiable health information. The Privacy Rule states that verbal, written, or
electronic information thet can be used to connect a person’s name or identity with medical,
trestment, or health history information is Protected Health Information (PHI) under the HIPAA
Privacy Rule.

Any personally identifiable health information contained in a student’ s “ Education Record”
under the Family Educationa Rights to Privacy Act (FERPA) is subject to FERPA, not HIPAA.

Under the HIPAA Privacy Rule:

1. Under HIPAA, MSDB may disclose a student’s health care information for the purposes
of: treatment including communication and consultation between healthcare providers;
payment including use of information to create bills and collect payment from insurance
companies and Medicaid; healthcare operations including internal activities to monitor
and improve student care, license staff to care for students and to provide assessment and
treatment services, prepare for state and federal regulatory reviews, and manage
healthcare operations.

2. Parents or guardians of a minor student have aright to access and copy their health record
to the extent allowed by HIPAA.

3. Parents or guardians of a minor student have the right to request an amendment to their
child's health record. The plan may deny an individua’s request under certain
circumstances specified in the HIPAA Privacy Rule.

4, Parents or guardians of a minor student have the right to an accounting of disclosures of
their child’s health record for reasons other than treatment, payment, or healthcare
operations.



Page 2 of 6
3603P

5. PHI, including health, medical and claims records can be used and disclosed without
authorization for specific, limited purposes (treatment, payment, or operations of the
group health plan). A valid authorization from the individual must be provided for use or
disclosure for other than those purposes.

6. Safeguards are required to protect the privacy of health information.
7. Covered entities are required to issue a notice of privacy practices to their students.

8. Violators are held accountable with civil and criminal penalties for improper use or
disclosure of PHI.

Compliance

The administrative secretary has been designated Privacy Officer for MSDB. The Privacy
Officer will oversee al ongoing activities related to the development, implementation,
maintenance of, and adherence to the School’ s policies and procedures covering the privacy of
and access to patient health information in compliance with HIPAA, other applicable federal and
state laws, and the School’ s privacy practices.

As a Covered Entity, only those employees responsible for activities identified under HIPAA’s
privacy protections, i.e., processing payment claims to business partners, recurring disclosures
for treatment, and related healthcare operations will have access to PHI for al students.

Asrequired for a Covered Entity under HIPAA, the School has developed these internal privacy
policies and procedures to assure that PHI is protected and that access to and use and disclosure
of PHI are restricted in a manner consistent with HIPAA’s privacy protections.

1 The policies and procedures recognize routine and recurring disclosures for treatment,
payment, and healthcare operations and include physical, electronic and procedural
safeguards to protect PHI.

2. The procedures include safeguards for sending PHI viamail or fax, receiving PHI for
plan purposes and workstation safeguards and procedures for securing and retaining PHI
received by the plan.

3. Parents or guardians of a minor student are entitled to receive a copy of the plan’s
policies ard procedures upon request.

Designating a limited number of privacy contacts alows the School to control who is receiving
PHI from the contract claims payor, i.e., health plans or Medicaid bureau, for plan operations
purposes. The contract claims payor will provide only the minimum PHI necessary for the stated
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purpose and, as required under the Privacy Rule, will provide PHI only to individuals with a
legitimate need to know for plan operations purposes.

The School has distributed a notice of privacy practices to students of majority age and parents
or guardians of a minor student. The notice informs students, parents or guardians of their rights
and the School’ s privacy practices related to the use and disclosure of PHI. A copy of this notice
follows as Student 3603P or may be obtained by contacting the Privacy Officer.

The School has reviewed how PHI is used and disclosed by students' insurance plans and has
limited disclosure of that information to School employees who have a legitimate need to know
or possess the PHI for healthcare operations and functions. The School will make reasonable
efforts to use de-identified information whenever possible in the operations of the plan and will
only use the minimum PHI necessary for the stated purpose.

Some of the School’ s employees need access to PHI in order to properly perform the functions of
their jobs. The School has identified these employees and has given them training in the
important aspects of the HIPAA Privacy Rule, this privacy policy, and procedures. New
employees who will have access to PHI will receive training on the HIPAA Privacy Rule and
related policies and procedures as soon as reasonably possible after they are employed.
Employees who improperly use or disclose PHI or misuse their access to that information may
be subject to disciplined, as deemed appropriate.

Under certain conditions, a parent, guardian or student has aright to amend a student’s PHI that
the School creates or maintains.

A parent, guardian or student must make a written request to amend PHI, which includes a
reason to support the requested amendment. The School will act on the request within 60 days of
receipt of the request. Thistime period may be extended 30 days.

In certain cases, the School may deny a member the right to amend PHI. For example, if the
information was not created by the School, or it is not part of the records maintained by the
Schooal, or if the information is accurate and complete. If another entity maintains PHI to be
amended, School employees are directed to refer the parent, guardian or student to the Business
Associate or provider that maintains or originates the PHI.

In the event a health plan must disclose PHI in the course of performing necessary plan
operations functions or as required by law or a governmental agency, the School has developed a
system to record those disclosures and requests for disclosures. Any student, parent or guardian
may request alist of disclosures of hisor her child’'s PHI made by the plan for other than
treatment or claims payment purposes. All requests for an accounting of PHI disclosures must
be made in writing, and the plan may impose fees for the cost of production of this information.
Requests will be responded to within sixty (60) days. If the plan is not able to provide the
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requested information within sixty (60) days, awritten notice of delay will be sent to the
requesting individual, with the reasons for the delay and an estimated time for response.

The right to request an accounting does not apply to:

Uses and disclosures to carry out treatment, payment, or healthcare operations;
Permitted disclosures made to parents, guardians or students;

Incident to other permitted or required uses and disclosures:

Pursuant to an authorized use and disclosure; and

Other uses and disclosures as described in the HIPAA regulations 8164.528 (1) and (2),
for example, those occurring prior to April 14,2003.

agrLODE

The School will maintain logs of uses and disclosures of PHI information required to bein an
accounting, as well as, copies of responses to members’ written accounting requests. These
documents must be kept for a period of six years.

In order to comply with the new privacy regulations, healthcare plans must also implement
compliant communication procedures. Except for its use in legitimate healthcare operations,
written permission will be required in order for the School to disclose PHI to or discussit with a
third party. The HIPAA Privacy Rule prohibits the School from disclosing medical information
without written permission from the minor student’s parent or guardian, other than for treatment,
payment, or healthcare purposes.

An authorization signed by the parents or guardians of a minor student designating specified
individuals to whom the School may disclose specified medical information must be on file,
before the agency can discuss a student’ s medical information with a third party (such as a heath
plan representative, or other individual).

The School has taken the following steps to ensure PHI is safeguarded:

The School has implemented policies and procedures to designate who has and who does not
have authorized access to PHI.

The School may use or disclose PHI only as permitted or required by state of Montana
law and HIPAA regulations.

Documents containing PHI are kept in a restricted/locked area.

Computer files with PHI are password protected and have firewalls making unauthorized
access difficult.

The School will maintain the documentation necessary to comply with HIPAA
regulations for a minimum of six years. Examples of this documentation include adopted
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privacy policies and procedures and records related to authorizations, employee
classification and access to PHI, requests to amend access PHI and titles of the
employees responsible for processing this information, notices of privacy practices,
requests for accounting of disclosures of PHI, complaints recelved, training materials and
classes, corrective actions taken, and records of hardware and software security testing,
etc.

Copies of PHI will be destroyed in a manner that protects PHI, when information is no
longer needed, unless it is required by law to be retained for a specified period of time.

The School will act promptly to take reasonable measures to mitigate any harmful effects
known to the group health plan, due to a use or disclosure of PHI in violation of the
Plan’s policies, procedures, or requirements of the HIPAA Privacy Rule. The School will
appropriately discipline employees who violate any portion of this Privacy Policy or the
HIPAA Privacy Rule, up to and including termination of employment if warranted by the
circumstances. Discipline will be administered in accordance with the Discipline
Handling Policy (MOM policy 3-0130) and Collective Bargaining Agreements between
the Montana School for the Deaf and Blind and the United Food and Commercial
Workers Local Union Number 8, and the MEA-MFT Local Number 4027. A
disciplinary action is private information and will be maintained in accordance with the
Employee Records Keeping Policy, (MOM policy 3-0110). HIPAA regulations require
retention of disciplinary sanction information for six years.

The School reserves the right to update this policy as necessary to comply with changes
in the law or the HIPAA regulations. Members will be notified of policy changes.

The School has received signed assurances from the plan’ s business associates, meaning any
employee, contractor, subcontractor, agent or vendor of the School, that they understand the
HIPAA Privacy Rule, applicable regulations, and the Privacy Policy and will safeguard PHI just
as the plan would.

The contract claims payor and certain other entities outside a health plan require access on
occasion to PHI, if they are business associates of the health plan provider and in that role need
to use, exchange, or disclose PHI from the health plan. The plan requires these entities to sign an
agreement stating they understand HIPAA’ s privacy requirements and will abide by those rules
just as the health plan does, to protect the PHI to which they have access. For example, the plan
engages a certified public accountant to audit the plan annually and to make sure payments are
made in compliance with the Plan Document. In order for the CPA to complete an audit, the
auditor reviews a sample of the claims for accuracy.



Page 6 of 6
3606F

Complaints

If a student, or his or her parents or guardians believe the student’ s privacy rights have been
violated, they may file a written complaint with the Privacy Officer. The School may not
intimidate, threaten, coerce, or discriminate against any individual for exercising their rights
under this policy, including filing a complaint under this policy. The contact information for the
Privacy Officer is.

Privacy Officer

Montana School for the Deaf and Blind
3911 Central Avenue

Great Falls, Montana 59405

Lega Reference:  Family Education Rights and Privacy Act, 20 U.S.C. § 1232g; 34 C.F.R. 99
The Health Insurance Portability and Accountability Act of 1996
Discipline Handling Policy (MOM policy 3-0130)
Employee Records Keeping Policy, (MOM policy 3-0110)

Policy History:
Adopted on: 11-16-03
Revised on:
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Notice of HIPAA Privacy Practices to Parents/Guardians of M SDB Students 3603P

THISNOTICE DESCRIBES HOW INFORMATION ABOUT HEALTHCARE EDUCATIONALLY
RELATED MEDICAL SERVICESFOR YOUR CHILD MAY BE USED AND DISCLOSED AND
HOW YOU CAN GET ACCESSTO THISINFORMATION. PLEASE REVIEW IT CAREFULLY.

MSDB isrequired by law to keep protected health information private. MSDB is required to
abide by the terms of the Notice of Privacy Practicesthat is currently in effect. MSDB reserves
the right to change the terms of this Notice. MSDB will post the revised notice and will make
available upon request. This Notice is effective as of April 14, 2003, and appliesto all of the
healthcare professional s, including nurses, speech/language therapists, physical or occupational
therapists or audiologists providing services at MSDB.

USES AND DISCLOSURES OF HEALTH INFORMATION

MSDB may use and disclose your child’s health information for the following purposes:

TREATMENT

MSDB will use and disclose protected health information to provide, coordinate or manage
student and educationally related services. This includes communicationand consultation
between healthcare providers—doctors, nurses, technicians and other members of your child's
medical team. For example, your child's speech or OT/PT specialists or health services staff
may disclose information to your child’s doctors, therapists, or other healthcare providers.

PAYMENT

MSDB uses protected health information to create bills and collect from insurance companies
and Medicaid. Thisincludes providing information such as dates of service, symptoms and
diagnosis to your insurance company to show MSDB provided medical servicesto your child.
Montana law allows us to disclose information for payment purposes only if we believe the
person receiving it will not use or disclose it for another purpose and will take appropriate steps
to protect it.

HEALTHCARE OPERATIONS

MSDB uses protected health information for its healthcare operations purposes, including
internal activities to monitor and improve student care, license staff to care for students and to
provide assessment and treatment services, prepare for state and federal regulatory reviews, and
manage healthcare operations. Montana law allows us to disclose information for these purposes
only if we believe the person receiving it will not use or disclose it for another purpose ard will
take appropriate steps to protect it.
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CONTACTSWITH PATIENTS

At times, MSDB may contact you to provide information about your child’s services related to:
medical appointments, assessments and treatment plans, health-related benefits or services that
may be of interest to you. MSDB mails messages and leaves limited amounts of information on
answering machines or with family members. Parents should notify MSDB if they do not want
PHI used in that manner.

FACILITY DIRECTORY
We will not use your child’s name, address or general condition for directory purposes.

INDIVIDUALSINVOLVED IN CARE, NOTIFICATION

MSDB may disclose relevant protected health information to a parent or guardian, |1EP team
member, or areferring or receiving school district involved with your child's care or
educationally related medical services. If family or friends are present while services are being
provided, MSDB will assume your companions may hear the discussion, unless you state
otherwise.

MEDICAL RESEARCH

MSDB may use or disclose protected health information about your child in medical research
only with your prior written authorization.

TO AVERT A SERIOUS THREAT OF HARM

MSDB uses and discloses protected health information to alert appropriate persons of a serious
threat to the health or safety of a child, another person or the public, including in the limited
situations in which a mental health or education professional may have a duty to warn.

PUBLIC HEALTH PURPOSES
MSDB may disclose protected health information for public purposes when required to do so by
law. Release to appropriate agencies and authorities may occur for the following reasons:

To prevent or control disease or injury

To report births and deaths

To report maltreatment of achild

To report to the federal government adverse reactions to medication or safety
problems with products

To notify people of product recalls

To notify a person exposed to certain types of disease or those at risk for
contracting or spreading a disease

HEALTH OVERSIGHT ACTIVITIES

MSDB may disclose protected health information to healthcare oversight agencies, where
authorized by law. Oversight activities can include licensure, audits and investigations.
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Montana law generally requires that the person receiving the information agrees in writing to
remove identifiers as soon as possible and to not further disclose the information except to
complete the oversight activity or to report unlawful conduct suchas fraud and abuse.

LAWSUITS AND OTHER JUDICIAL PROCEEDINGS
MSDB must disclose protected health information in response to court or administrative order.
MSDB must disclose protected health information in response to certain types of subpoenas,

discovery requests or other lawful processes, provided that the request for information complies
with Montana’ s requirements regarding compulsory process.

LAW ENFORCEMENT ACTIVITIES

MSDB may disclose protected health information to law enforcement officials in response to a
court order, investigation subpoena, search warrant or a court- issued summons.

Normedical information may be disclosed:
To identify a suspect, fugitive or missing person
About the victim of a crime under certain limited circumstances,
About a death believed to be aresult of criminal conduct;
About a crime committed on MSDB premises

CORONERSAND MEDICAL EXAMINERS

MSDB may release protected health information to a coroner or medical examiner when
necessary to determine the cause of death.

NATIONAL SECURITY ACTIVITIES

MSDB may release protected health information to authorized federal officials for intelligence,
counterintelligence or other national security activities only as required by law. MSDB may
disclose protected health information to authorized federal officials so they may provide
protection to the President or other authorized individuals if required to do so by law.

Other uses and disclosures of your health information will be made only with your written
authorization, which may be revoked at any time.

STUDENTS RIGHTSWITH RESPECT TO PROTECTED HEALTH INFORMATION

RIGHT TO INSPECT AND COPY

Y ou have the right to inspect and to request a copy of information maintained in MSDB’s record
about your child. Thisincludes medical and billing records maintained and used by MSDB to
make decisions about your child’s care. To obtain or inspect a copy of your medical
information, submit awritten request to the Privacy Officer of MSDB, 3911 Central Avenue,
Great Falls, Montana 59405. MSDB may charge a reasonable, cost-based fee to cover the
expense of providing the copy(ies).
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Parents or guardians have full access to inspect and receive a copy of the full educational and
medical record. On some occasions, MSDB may deny arequest to inspect and receive a copy of
some information in the medical record. This may occur if, in the professional judgment of your
child’'s physician, the information could cause a threat to you or others, or if the information is
protected from disclosure as permitted under state law.

If you are denied access to information, you may request areview of denial. Another licensed
healthcare professional who was not involved in the original decision with MSDB will
independently review both the original request and denial. MSDB will comply with the outcome
of the independent review. If you are denied access because the information could cause
someone else harm, MSDB must allow examination of your child's records by another
healthcare provider chosen by you.

RIGHT TO REQUEST AMENDMENT

Y ou have the right to request that protected health information or information in MSDB’ s record
be amended. Submit awritten request to amend to the Privacy Officer at MSDB, 3911 Central
Avenue, Great Falls, Montana 59405. The request must include a reason to support the
amendment. MSDB may deny a request for amendment based upon any of the following
circumstances:

The request is not in writing or does not include a supporting reason

The information you want to change was not created by MSDB, and the originator of the
information is available

The information is not part of the designed medical record

The information in the record is accurate and complete

DENIAL OF A REQUESTED AMENDMENT

If MSDB denies your request for an amendment, MSDB will follow a process that alows you to
submit your written disagreement to the Privacy Officer at MSDB, or you can ask that your
request for amendment and explanation of the denial be included in any future disclosure of the
pertinent protected health information. If you submit a statement of disagreement, MSDB may
write arebuttal to your statement of disagreement.

RIGHT TO AN ACCOUNTING OF CERTAIN DISCLOSURES
You can ask MSDB for alist of where MSDB has shared your protected health information.
This list would provide you with a summary of al disclosures MSDB has made that you would
not otherwise already know about. The list would not include the following:
Disclosure to carry out treatment, payment and healthcare operations within MSDB
Disclosures made directly to you (the parent or guardian)
Disclosure to another Special School or School District
To get acopy of the list, submit awritten request the Privacy Officer at MSDB. Y our request
must state a time period (no longer than six years) and indicate in what form you want to receive
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the list. The first accounting within a 12- month period is free. For additional accounting,
MSDB may charge for the costs of providing the list.

RIGHT TO REQUEST RESTRICTIONS

Y ou can ask MSDB to restrict the use or disclosure of protected health information about your
child. Your request must be in writing and submitted to the Privacy Officer at MSDB. MSDB
will carefully consider the request. If you request, we will not disclose information to a
healthcare provider who has previoudy provided care to your child, for directory purposes, or to
the |EP team members who could otherwise receive information.

RIGHT TO REQUEST ALTERNATIVE METHODS OF COMMUNCATION

Y ou have the right to request that MSDB communicate with you in various ways (such as a letter
or eemail) or at a certain location. For example, you may ask that contact occur only at home or
only at your place of business. In this situation, you may submit a written request to the Privacy
Officer at MSDB specifying the method or location of being requested. We will comply with
reasonable requests, but may ask you provide information about how insurance payments will be
handled.

COMPLAINTS AND ADDITIONAL INFORMATION

If you want to file a complaint about MSDB'’s use of disclosure of protected health information,
you can provide the written complaint or concern to the Privacy Officer at MSDB, 3911 Central
Avenue, Great Falls, Montana 59405, (406) 771-6000 or the Department of Health and Human
Services.

MSDB honors your right to file a concern or complaint. MSDB will not take action against you
for filing a concern or complaint.

For more information about any of MSDB’s privacy practices, contact the Privacy Officer at
MSDB. Effective Date: April 14, 2003

Policy History:
Adopted on: 11-14-03
Revised on:
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Transfer of Student Records 3606

A certified copy of the permanent and/or cumulative file containing specia education records*
of any student shall be forwarded by mail or electronically to alocal educational agency or
accredited school in which the student seeks to or intends to enroll, within five (5) working days
after receipt of awritten or electronic request. The files that are forwarded must include
education records in the permanent file i.e., name and address of the student, date of birth, name
of parent/legal guardian, most recent CST and | EP, academic transcript, immunization
records**, dates of attendance, educationally related disciplinary actions taken against the
student that results in expulsion or in/out of school suspension, grades, and results of
standardized tests.

If the records cannot be transferred within five (5) days, the School shall notify the requestor, in
writing or eectronically, providing the reasons why the School is unable to comply with the five-
(5)-day time frame. The School shall aso include in that notice the date by which the requested
records will be transferred. A request for the transfer of records shall not be refused because the
student owes fines or fees.

NOTES *Based upon the position and advice of the Office of Public Instruction, Districts
are to send the original special education file and not maintain a copy, in order to
preserve confidentiality of the records.

** The original immunization record must be forwarded to the requesting district
within thirty (30) days after a transferring pupil ceases attending the School.

Cross Reference: 3413 Student Immunization
3600 Student Records
3600P Procedure for Maintenance of Student Records
3606F Records Certification

Legal Reference: §20-1-213, MCA  Transfer of School Records

Policy History:
Adopted on: 07-16-04
Revised on:
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RECORDSCERTIFICATION 3606F

I, (name of custodian of records), the duly appointed custodian of records for the
Montana School for the Deaf and Blind, Cascade County, State of Montana, pursuant to 8§ 20-1-
213, MCA, do hereby certify that the attached is atrue and correct copy of the student records of
(name of student), maintained in my possession and under my control.

DATED this day of , 20

Custodian of Records

Montana School for the Deaf and Blind
LE9258

3911 Central Avenue

Great Falls, Montana 59405

(SEAL)

Policy History:
Adopted on: 07-16-04

Revised on:
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Student Photographs 3607

It is the policy of the Montana School for the Deaf and the Blind that students are not to be
photographed nor photographs released for publicity or public relations purposes without parental
permission.

Prior to the release of a student's photograph or a group photograph where a student is recognizable,
the responsible school officia isto verify release of photograph authorization as part of the student's
registration package in the student's file.

Should a signed authorization not be available, the student's parent is to be contacted for written
permission. Should permission be withheld, the photograph is not to be published or released.
Should permission be granted, it isto be in writing and filed in the student's file.

It isthe policy of the Montana School for the Deaf and the Blind that photographs of students are to
show the student in a positive and complimentary manner/situation.

Legal Reference: Family Education Rights and Privacy Act, 20 U.S.C. 123g: 34CFR 99

Policy History:
Adopted on: 10-14-92
Revised on:
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Receipt of Confidential Records 3608

The School is eligible to receive the case records of the Department of Public Healthand Human
Services and its local affiliate, the county welfare department, the county attorney, and the court,
concerning actions taken and all records concerning reports of child abuse and neglect. These
records shall not be included in the student’s permanent file and shall be kept confidential as
required by law.

The following individuals are authorized by the Board to receive information with respect to a
student of the School who is aclient of the Department:

1. Superintendent

2. Principal

3. Dean of Students
4. School Psychologist

When the School receives information pursuant to law, it is the responsibility of the authorized
individual to prevent the unauthorized dissemination of that information.
Cross Reference: STUDENT 3600 Student Records

STUDENT 3600P  Procedure for Maintenance of Student Records

Lega Reference: §41-3-205, MCA  Confidentiality — disclosure exceptions

Policy History:
Adopted on: 07-16-04
Revised on:
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Network Acceptable Use - Electronic Information, Services and Networks 3612

Overview

MSDB recognizes that as telecommunications and other new technol ogies shift the ways that
information may be accessed, communicated and transferred, those changes may also alter
instruction and student learning. MSDB generally supports access by students to rich information
resources along with the development by staff of appropriate skills to analyze and evaluate such
resources. In a free and democratic society, access to information is a fundamental right of
citizenship.

Telecommunications, because they may lead to any publicly available file server in the world,
will open classrooms to broader array of resources. Electronic information research skills are
now fundamental to preparation of citizens and future employees during an Age of Information.
MSDB expects that staff will blend thoughtful use of such information throughout the
curriculum and that the staff will provide guidance and instruction to students in the appropriate
use of such resources. MSDB requires that all such materials support and enrich the curriculum
while taking into account the varied instructional needs, learning styles, abilities and
developmental levels of the students.

Access to telecommunications will enable students to explore thousands of libraries, databases,
and bulletin boards. MSDB believes that the benefits to students from access in the form of
information resources and opportunities for collaboration exceed the disadvantages But
ultimately, parents and guardians of minors are responsible for setting and conveying the
standards that their children should follow when using media and information sources. To that
end, MSDB supports and respects each family's right to decide whether or not to apply for
internet access.

Genera School rules for behavior and communications apply to use of the network and internet
access. Network storage is School property. Users should not expect that files stored on servers
and workstations will be private. Network administrators may review files and communications
to maintain system integrity and to ensure that students and staff members are using the system
responsibly. PLEASE NOTE: Without exception, all information stored on School computersis
considered School property.

Communication over networks should NOT be considered private. Messages may sometimes be
diverted accidentally to a destination other than the one intended. Electronic mail and
telecommunications are to be utilized with care to share confidential information about students
as messages are not entirely secure. All communications on the network are under the
jurisdiction of Family Educational Rights and Privacy Act (FERPA)34 C.F.R. Part 99 Subpart A.
This law states that no ore can share confidential information about another person without
permission. Parental permission is required for sharing information and pictures of minors (under
18). Courts have ruled that old messages may be subpoenaed, and network supervisors may
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examine communications in order to ascertain compliance with network guidelines for
acceptable use.

MSDB uses filtering software that prohibits access by students to content that is defined in
Section 1460 of Title 18 U.S. Code as obscene or defined in Section 2256 of Title 18 U.S. Code
as child pornography or “harmful to minors’. Our filter technology is up and running at all times.
System administrators regularly schedule a check of the system to ensure functionality. MSDB
blocks all online mail, chat rooms, and other forms of direct communication from outside our
network to ensure the safety and security of minors. Staff will actively supervise all internet
access.

Student Rights and Responsibilities

All students will be informed by staff of their rights and responsibilities as users of the network
prior to gaining access to that network, either as an individual user or as a member of aclass.
Students are required to obtain parental permission and attend network usage/internet training
sessions in order to access the network/internet. Permission is not transferable and may not be
shared.

Students are responsible for good behavior on the computer network just asthey arein a
classroom or a School hallway. Communications on the network are often public in nature. &
Mail is not private. MSDB'’s network is provided for students to conduct research and
communicate with others. Access to network services is given to students who agree to act in a
considerate and responsible manner. Parent permission is required. Accessis aprivilege, not a
right. Therefore, the system administrators will deem what is inappropriate use and their
decisions are final. The system administrators may close an account at any time. The
administration, faculty, and staff of MSDB may deny, revoke, or suspend specific user accounts.

Procedure for Changing or Securing New Passwords

If a student forgets or misplaces hig’her password, he/she is to report to either the Network
Manager or Technology Coordinator to have the password reset. The Network Manager or
Technology Coordinator will then reset that person’s password, and inform him/her of the
change. At the next logon, the student will enter the password assigned by either the Network
Manager or Technology Coordinator, but will be required to change it immediately upon logon,
and will not be allowed access to the computer or network until password is changed.
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Rules
The following are NOT permitted:

1. Sharing confidential information including pictures, addresses, phone numbers, passwords

and financial account numbers

Sending or displaying offensive messages or pictures

Using obscene language

Harassing, insulting or attacking others

Using on-line e-mail, instant messaging or chat rooms

Using others passwords

Trespassing in others folders, documents, or files

Using the internet without a signed permission and using or allowing unsupervised use of the

internet

9. Engaging in practices that threaten or disrupt the network or workstation function (e.g.,
breaking computers, downloading files that may introduce a virus, intentionally wasting
network resources,
etc.)

10. Unauthorized access including “hacking” and other unlawful activities

11. Employing the network for commercial purposes

12. Assisting a campaign for election of any person to any office or for the promotion of or
opposition to any ballot proposition

13. Promoting, supporting, or celebrating religion or religious institutions

NGk WN

Sanctions

1. Violations may result in aloss of access
2. Additional disciplinary action may be determined at the building level in line with existing
practice
regarding inappropriate language or behavior
3. When applicable, law enforcement agencies will be involved

Policy History:
Adopted on: 10-18-95

Revised on: 11-09-01
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Parent Permission for Internet Access 3612F

We are pleased to offer students of the Montana School for the Deaf and the Blind access to the
school’ s computer network for electronic mail and the Internet. To gain access to e-mail and the
Internet, al students under the age of 18 must obtain parental permission. Students 18 and over
may sign their own forms.

Access to the Internet will enable students to explore thousands of libraries, databases, and other
electronic information throughout the world. Families should be warned that some material
accessible via the Internet may contain items that are illegal, defamatory, inaccurate or
potentially offensive to some people. While our intent is to make Internet access available to
further educational goals and objectives under the close supervision of the staff, students may
find ways to access other materials as well. Students will not be alowed to access online e mail
accounts, instant messenger programs or other direct on-line communication modes while on the
Internet. We believe that the benefits to students from access to the Internet exceed any
disadvantages. But ultimately, parents and guardians of minors are responsible for setting and
conveying the standards that their children should follow when using media and information
sources. To that end, the Montana School for the Deaf and the Blind supports and respects each
family's right to decide whether or not to apply for access.

After reading the Safe Internet Policy, please complete this form to indicate that you agree with
the terms and conditions outlined. The signatures of both the student and parent/guardian are
mandatory before access may be granted to Internet. Students can sign either in the presence of
their parents or here at school with a technology staff person.

This document reflects the entire agreement and understanding of all parties.

kkhkhkkkhkhkkkhhhkkhhhkhhhkhhhkhkkhhkhkhhkhkhhkhkhhhkhhhkhhhkhhhkhhhkhkhhkhkhhkhkhhkhkhhhkhhhkhhhkhdhhkhdhkkhdhkkk,kx%%

As parent/legal guardian of the student signing below, | grant permission for my child to access
MSDB’s network, e-mail system, and the Internet. | have read and agree to the Safe Internet
Policy, and | understand that my child may be held responsible for violations. | understand that
my child will be supervised while on the Internet but that it may happen that my child will come
across some materials on the Internet that may be objectionable. Therefore, | agree to accept
responsibility for guiding my child, and conveying to her/him appropriate standards for selecting,
sharing and/or exploring information and media.

Permission is: Granted | Denied
Network/Computer Use
E-mail

Internet

Display school work and
projects on the Website




Parent/Guardian Name (Please Print):

Parent/Guardian Signature:
Date:

kkhkhkkkhhkkkhhhkkhhhkhhhkhhhkhkhhkhkhhkhkhhkhkhhkhkhhhkhhhkhhhkhhhkhkhhkhkhhkhkhhkhkhhkhkhhkhkhhhkhhhkhhhkkhkkkkkx%x*x
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Student User Agreement: As auser of the Montana School for the Deaf and the Blind computer
network, | have read and hereby agree to comply with the Safe Internet Policy.

Student Name (Please
Print):
Student Signature:
Date:

Policy History:
Adopted on: 11-09-01

Revised on:
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Student Use of Motor Vehicles on Campus 3710

Residential and day students must have annual approval from the school and their parent or
guardian to have avehicle on campus. A parent/guardian must complete a signed “Vehicle Use
Request” form 3710F1, and submit it to the superintendent for approval. Permission to have a
motor vehicle on campus is good for one school year only and must be requested each year by
completing form 3710F1. Once approval is granted, the following rules will apply:

A.

G.

H.

Only students with a valid operator driver's license are permitted to have motor vehicles
on campus. Proof of liability insurance and current vehicle registration are required for
each vehicle before a studert is allowed to have a vehicle on campus.

The motor vehicles of residential students will be treated as transportation from home to
school and for the expressed purposes as indicated by the parental/guardian stated on
form 3710F2, “ Student Use of Motor Vehicles on Campus — Rules,” and per approval of
the dean of students or adesignee. The motor vehicles of day students may be used only
for transportation to and from school, specia school-related activities and to visit
residential students during after school hours. Additional uses must be authorized by the
parent/guardian on form 3710F2.

Only students whose parent/guardian have provided authorization on form 3710F3,
“Student Use of Motor Vehicles on Campus — Permission,” are permitted to ride in other
students' vehicles. This permission must state the specific date(s) of travel. Unless
authorized by the dean of students or a designee, facsimiles, e-mail or phone permissions
in lieu of form 3710F3 will not be accepted.

Upon arrival on campus with a vehicle, residential students will park and lock the motor
vehicle in the Central Avenue parking lot. The residential student must immediately give
all copies of the vehicle keysto the dean of students or a designee.

Motor vehicle keys will be reissued to a student immediately before the student
leaves campus for reasons authorized by the parent/guardian. Day students
with motor vehicles are to depart the school grounds immediately after the
school day ends, or after their authorized purpose for driving to school has
ended.

Driving during or immediately after inclement weather is not permitted.
No vehicle maintenance may be performed on campus.

MSDB assumes no responsibility for any theft, damage or vandalism to any motor
vehicle either on or off campus.
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Any student driving on campus in a reckless and disorderly manner will have hig’her
motor vehicle privileges revoked. They may only be renewed on the recommendation of
the administration of MSDB.

J. Because of our concern for their safety, students are to follow all state and local motor
vehicle rules or their motor vehicle privileges may be revoked. Once revoked, they may
only be renewed on the recommendation of the administration of MSDB.

Policy History:
Adopted on: 01-10-03

Revised on;
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Vehicle Use Request 3710F1

Please allow to keep a motor vehicle on
campus for the school year.
This vehicleisa (year) (color) (make)

(model) with license plate number
(student) has agreed to follow al of the rules related to
Student Policy 3710 “Student Use of Motor Vehicles on Campus.” A copy of hig’her valid

drivers license, proof of liability insurance and current registration for this motor vehicleis
attached to this request.

| have read and understand MSDB STUDENT 3710 “Student Use of Motor Vehicleson
Campus.” | further understand that MSDB assumes no liability for any damage that may occur

to this motor vehicle while it is on campus.

Signature of Parent/Guardian Date

Valid Driver's License

Liability Insurance
Vehicle Registration

Superintendents Approval Yes No

Signature/Date

Policy History:
Adopted on: 01-10-03

Revised on:
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Student Use of Motor Vehicles on Campus Rules 3710F2

The rules established by the Montana School for the Deaf and the Blind for students to use and
keep a private passenger vehicle on campus are:

1 Parents must submit a signed “Vehicle Use Request,” form 3710F1, to the
Superintendent. Permission is only granted with authorization by the Superintendent.

2. A copy of avalid driver’s license of the student along with proof of insurance and
registration for each vehicle that the student will be using, must accompany the
“Vehicle Use Request” form.

3. The student may use the specified vehicle for the purposes of transportation from
home to school and for other purposes as indicated by the parent/guardian below.

4, The student may transport only those students listed by the parent/guardian on this
form. Other students may only be transported with prior written approval from the
parent/guardian, on form 3710F3, “Permission for a Residential Student to be a
Passenger in a Vehicle Driven by Another Student.”

5. The student may transport only those MSDB students who have written permission

from their parents per form 3710F3.

Students must park their cars in the Central Avenue lot when not in use.

No vehicle maintenance may be performed on campus.

8. Keysto the vehicle must be kept in the cottage office and checked out each time the
student uses the vehicle.

0. The school assumes no responsibility for any theft, damage or vandalism to any
motor vehicle either on or off campus.

10. Driving during or immediately after inclement weather is not permitted.

11.  Any student driving on campus in a reckless and disorderly manner will have his’her
motor vehicle privileges revoked. They may only be renewed on the
recommendation of the administration of MSDB.

No

The student may use the specified vehicle for transportation from home to school and for the
following additional purposes:
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Additional restrictions that | request the school to enforce while my student has a vehicle on
campus:

Students who may be passengers in my child's vehicle:

Students who may NOT be passengers in my child’s vehicle:

Signature by parent/guardian indicates permission for the student to use a vehicle during the
school year according to the rules and restrictions stipulated above and that the parent has
read/reviewed rules and additional restrictions with the student.

Signature of Parent/Guardian Date Signature of Student Date

Policy History:
Adopted on: 01-10-03

Revised on:
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Student Use of Motor V ehicles on Campus Permission for a Residential Student to be a

Passenger in a Vehicle Driven by Another Student 3710F3

The rules established by the Montana School for the Deaf and Blind for riding in a private
passenger vehicle that is driven by another MSDB student or a public school friend are:

1.

This permission form must be on file in the cottage office before a residential student
may be a passenger in a vehicle driven by another student.

The parent/guardian must give written permission for each student with whom their child
isallowed to ride. Parents should indicate any student with whom their child is NOT
allowed to ride.

The parent/guardian of the student who is driving a vehicle must provide written
authorization for each student who is allowed to be a passenger using form 3710F2
“Student Use of Motor Vehicles on Campus Rules’.

The student must complete an OFF CAMPUS INFORMATION form and have
permission from the Dean of Students or designee each time he/she leaves campus as a
passenger of another student.

The student must return to campus at or before the time agreed upon by the Dean of
Students or designee.

MSDB and its employees assume no responsibility for any student who is a passenger in
avehicle operated by anyone other than MSDB steff.

Unless authorized by the Dean of Students, facsimiles, e-mail or phone permissions will
not be accepted for the purpose of obtaining parent/guardian permission for aresidential
student to ride in avehicle driven by another student.

The purpose(s) for travel as a passenger in another students' vehicle include:
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If there are additional restrictions that the parent requests MSDB to enforce when their childisa
passenger in a vehicle driven by another student they must be listed below:

Students with whom my child may be a passenger:

Students with whom my child may NOT be a passenger:

Signature by a parent/guardian indicates permission for the student to be a passenger in vehicles
driven by other students according to the rules and restrictions stipulated above and that the
parent has read/reviewed rules and additional restrictions with the student.

Signature of Parent/Guardian Date Signature of Student Date

Policy History:
Adopted on: 01-10-03

Revised on:
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Goas 4000

The Board, through the leadership of the Superintendent and the assistance of the total staff, will
seek to enhance the School’ s community relations with parents, public schools, the Office of
Public Instruction, community partners and early intervention and other related service providers
by striving to achieve the following goals:

1 to encourage and enhance regular and meaningful two-way communication between
School and home, between school and community partners, and between School and
other services providers;

2. to increase both the quality and quantity of parental and public participation in School
affairs, activities and programs;

3. to strengthen and improve relations and interactions among School administration, staff,
parents, students and constituents, the Office of Public Instruction, public schools, early
intervention and other service providers and community partners;

4, to promote understanding, cooperation, trust and mutual support between the home,
School, community partners, constituents and service providers.

Legal Reference: 10.55.701, ARM Board of Trustees
20.66.801, ARM School Climate

Policy History:
Adopted on: 07-18-03

Revised on:
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Public Relations 4120

The School shall strive to maintain effective two-way communication channels with the public.
Such channels shall enable the administration and staff to interpret the Schools' needs to the
community and provide a means for citizens to express their needs and expectations to the
administration and staff.

The Superintendent shall establish and maintain a communication process within the School
system and between it and the community. Such a public information program shall provide for
news releases at appropriate times, arrange for news media coverage of School programs and
events, provide for regular direct communications between individual schools and the citizens
they serve, and assist staff in improving their skill and understanding in communicating with the
public.

Community opinion may be solicited through surveys, parent organizations, parent-teacher
conferences, open houses, and other such events or activities which may bring staff, constituents
and the community together.

Legal Reference: Art. 11, Sec. 8, Montana Constitution — Right of Participation
Art. 11, Sec. 9, Montana Constitution — Right to Know

Policy History:
Adopted on: 07-18-03

Revised on:
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School Support Organizations and the MSDB Foundation 4210

The Board recognizes that parent, teacher, student and community organizations and the MSDB
Foundation, Inc. are an invaluable resource to the School and so supports their formation and
vitality. While parent, teacher, student and community organizations and the MSDB Foundation
have no administrative authority and cannot determine School policy, their suggestions and
assistance are always welcome. Membership to school sponsored organizations must be open
and unrestricted.

Booster clubs and/or specia interest organizations may be formed to support and strengthen
specific activities conducted within the School. All such groups must receive the approval of the
School principal, Superintendent, and the Board in order to be recognized as a booster
organization. Staff participation, cooperation, and support are encouraged in such recognized
organizations.

Policy History:
Adopted on: 11-16-03

Revised on:
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Fund-Raising by School Support Groups 4222

Fund-raising by School support groupsis considered a usual and desirable part of the function of
such groups. The specific fund-raising activities must be approved in advance by the principal.

The principal or dean of students must be consulted prior to any expenditure of such funds. All
such funds raised by School sponsored groups are to be used for the direct or indirect support of
School programs. Equipment purchased by support groups and donated to the School becomes
the property of the School and may be used or disposed of in accordance with School policy and
dtate law.

Policy History:
Adopted on: 11-16-03

Revised on:
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Recognition of the Role of ParentsGuardians 4300

The Montana School for the Deaf and Blind strives to promote parent-school partnerships
through facilitating the full participation of the parent on the IEP team, through regular,
meaningful 2-way communication and support of the parent in their role in parenting and in
assisting in their child’'s education and learning. Communication is supported via the use of e-
mail, telephones and newsd etters between the education and residential staff and
parents/guardians.

The MSDB solicits from parents/guardians their concerns and helps to assess their need for
assistance in their role as effective parents/guardians and mentors in their child’s education. The
School will, as determined necessary, provide through outreach services, instruction to
parents/guardians, which will assist them in developing essential communication and technical
skills.

The MSDB seeks out and welcomes parental support and assistance for the Schooal, it's
programs, and staff. The School provides annual regular opportunity for parents/guardians to
provide forma comment on the School and parental participation in an integral part of
committee work that considers the FiveY ear School Improvement Plan. The School also
welcomes parents/guardians into the classroom as visitors and volunteers.

Through the ongoing IEP process, MSDB ensures that parents/guardians are educated and
involved as full partnersin the decisions that are made regarding their child’s education. The
MSDB assesses the needs of parents/guardians in this regard and when necessary will provide
technical training to assist them in fully understanding the |EP process needs and educational
goals for their child.

Cross Reference: 3114 Student Procedural Safeguards
4000 Community Relations Gods

Legal Reference:

Policy History:
Adopted on: 11-16-03

Revised on:
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Visitors to the School and Residential Facilities 4301

MSDB encourages visits by parents, guardians, Board members and community members to all
campus facilities. All visitors shall report to the administration office in Bitterroot Hall or the
Dean of Student’s office in Y ellowstone Hall when coming on campus. Entrance to all buildings
will be made through clearly marked, central points of access. All visitors are asked to give their
name and purpose of their visit and will be asked to wear visitor identification.

Education Program

To ensure that teachers are able to carry out instruction without interference, visitors to the
classrooms will be limited to parents and members of the student’s IEP team. At the discretion
of the principal, other individuals may be alowed to visit in classrooms.

Residential Program

All individuals visiting in the residential facilities, who are not members of the faculty or staff of
MSDB or students of MSDB, Great Falls High, East Middle School or Lewis and Clark
Elementary, must have authorization by a parent or guardian, of a specific student to visit with
that student.

The administration may deny access of visitors to students or any campus facilitiesif it is
believed the safety or welfare of students may be in jeopardy.

Policy History:
Adopted on: 11-14-03

Revised on;
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Public Complaint 4310

The Board is interested in receiving valid complaints ad suggestions. Public complaints and
suggestions shall be submitted by the Uniform Grievance Procedure 4310P to the appropriate-
level staff member or school administrator. Each complaint or suggestion shall be considered on
its merits.

Unless otherwise indicated in these policies or unless otherwise provided for by law, no appeal
may be taken from any decision of the Board.

Any parent or student who believes that the Board of Public Education, its employees or agents
have violated their rights guaranteed by the State or Federal constitution, State or Federal statute,
or Board policy may use the Uniform Grievance Procedure 4310P.

The Montana School for the Deaf and Blind will endeavor to respond to and resolve complaints
without resorting to this grievance procedure and, if acomplaint is filed, to address the complaint
promptly and equitably. The right of a person to prompt and equitable resolution of the
complaint filed hereunder shall not be impaired by the person’s pursuit of other remedies. Use
of this grievance procedure is not a prerequisite to the pursuit of other remedies, and use of this
grievance procedure does not extend any filing deadline related to the pursuit of other remedies.

Policy History:
Adopted on: 11-16-03
Revised on:
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Uniform Grievance Procedure 4310P
Level 1: Informal

An individua with a complaint is encouraged to first discuss it with the staff person, department
supervisor, or program administrator involved, with the objective of resolving the matter
promptly and informally. An exception is that complaints of sexua harassment should be
discussed with the first line administrator who is not involved in the alleged harassment.

Level 2: Principa or Dean of Studerts

If the complaint is not resolved at Level 1, the grievant may file a written grievance stating: 1)
the nature of the grievance and 2) the remedy requested. It must be signed and dated by the
grievant. The Level 2 written grievance must be filed with the principal if the complaint arisesin
the education program or with the dean of studentsif the complaint arises in the residential
program. The grievance must be filed within thirty (30) days of the event or incident.

If the complaint alleges aviolation of Board policy or procedure, the principal or dean of
students shall investigate and attempt to resolve the complaint. A decision on the grievance shall
be made in writing within 20 days after it wasfiled. If either party is not satisfied with the
principal or dean’s decision, the grievance may be advanced to Level 3 by requesting in writing
that the Superintendent review the principal or dean’s decision. This request must be submitted
to the Superintendent within fifteen (15) days of the principal or dean’s decision.

MSDB has appointed a Nondiscrimination Coordinator to assist in the handling of discrimination
complaints if acomplaint alleges aviolation of Title IX, Title I, section 504 of the
Rehabilitation Act, or sexual harassment, the principa or dean shall turn the complaint over to
the Nondiscrimination Coordinator for investigation of the complaint. The Coordinator will
complete the investigation and file the report with the Superintendent within thirty (30) days
after receipt of the written grievance. The Coordinator may request the services of an outside
investigator. If the Superintendent agrees with the recommendation of the Coordinator, the
recommendation will be implemented. If the Superintendent rejects the recommendation of the
Coordinator, and/or either party is not satisfied with the recommendations from Level 2, either
party may make a written appeal to the Board of Public Education seeking a hearing. The
request for a hearing must be received by the Executive Secretary of the Board of Public
Education within fifteen (15) days of receiving the report of the Coordinator.

Level 3: Superintendent

Upon receipt of the request for review, the Superintendent shall schedule a meeting between the
parties and the principal or dean. The parties shall be afforded the opportunity to either dispute
or concur with the principal or dean’sreport. The Superintendent shall decide the matter within
ten (10 days of the meeting and shall notify the parties in writing of the decision. If the
Superintendent agrees with the recommendation of the principa or dean, the recommendation
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will be implemented. If the Superintendent rejects the recommendation of the principal or dean,
the matter may either be referred to an outside investigator for further review or resolved by the
Superintendent.

If either party is not satisfied with the decision of the Superintendent, the Board of Public
Education is the next avenue for appeal. A written appeal must be received by the Executive
Secretary of the Board within fifteen (15) days of receiving the Superintendent’s decision. The
Board is the policy- making body of the School, however. Appeals to that level are limited solely
to the issue of whether or not policy has been followed. Any individua appealing a decision of
the Superintendent to the Board bears the burden of proving afailure to follow Board policy.

Level 4: The Board of Public Education

Upon receipt of awritten appeal of the decision of the Superintendent, and assuming the appeal
alleges afailure to follow Board policy, the matter shall be placed on the agenda of the Board for
consideration at their next regularly scheduled meeting. A decision shall be made and reported
in writing to all parties within thirty (30) days of that meeting. The decision of the Board will be
final, unless appealed within the period provided by law.

Walver of Time Limit

The parties may in writing jointly waive any time limit in this policy.

Policy History:
Adopted on: 11-14-03

Revised on:
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Disruption of School Operations 4313

If any person disrupts or obstructs any School program, activity, or meeting, or threatens to do
so, or commits, threatens to imminently commit, or incites another to commit any act that will
disturb or interfere with or obstruct any lawful task, function, process, or procedure of any
student, official, employee, or invitee of MSDB, the staff member in charge shall immediately
notify the principal, dean or students or their immediate supervisor. The administrator will
restore order by taking action up to and including contacting local law enforcement authorities of
the incident.

The staff member in charge shall make a written report detailing the incident, not later than
twenty-four (24) hours from when the incident occurred. A copy of the report shall be given to
the staff member’ s program administrator, either the Principal, Dean of Students or Business
Manager.

Cross Reference: COMMUNITY RELATIONS 4301
Visitors to the School and Residential Facilities

Legal Reference: §20-1-206, MCA  Disturbance of School — penalty
§20-5-201, MCA  Duties and Sanctions
§45-8-101, MCA  Disorderly Conduct

Policy History:
Adopted on: 07-18-03

Revised on:
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Spectator Conduct and Sportsmanship for Athletic and Co-Curricular Events 4315

Any person, including an adult, who behaves in an unsportsmanlike manner during an athletic or
co-curricular event may be g ected from the event the person is attending and/or denied
admission to school events for up to a year, after a Board hearing. Examples of unsportsmanlike
conduct include, but are not limited to:

. using vulgar or obscene language or gestures,

. possessing or being under the influence of any alcoholic beverage or illegal substance;
. jpossessing a weapon;

. fighting or otherwise striking or threatening another person;

. failing to obey the instructions of a security officer or school district employee; and

. engaging in any activity which isillegal or disruptive.

The Superintendent may seek to deny future admission to any person, by delivering or mailing a
notice, sent by certified mail with return receipt requested, containing:

1 The date, time, and place of a Board hearing;
2. A description of the unsportsmanlike conduct;
3. The proposed time period that admission to school events will be denied.

Further, the administrator or staff person responsible for supervising an event may call law
enforcement to come on campus and investigate any unlawful conduct, listed above, which may
lead to an arrest and/or criminal charges being made against the perpetrator of the conduct.

Legal Reference: §20-1-206, MCA  Disturbance of school — penalty
§20-4-303, MCA  Abuse of teachers
§45-8-101, MCA  Disorderly conduct

Policy History
Adopted on: 01-10-03
Revised on:
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Accommodating Individuals with Disabilities 4316

Individuals with disabilities shall be provided an opportunity to participate in all school-
sponsored services, programs, or activities on an basis equal to those without disabilities and will
not be subject to illegal discrimination.

The MSDB may provide auxiliary aids and services where necessary to afford individuals with
disabilities equal opportunity to participate in or enjoy the benefits of a service, program, or
activity.

The Superintendent is designated the Americans with Disabilities Act Title 11 Coordinator and, in
that capacity, is directed to:

1. Oversee the School’ s compliance efforts, recommend necessary modificatiors to the
Board, and maintain the School’s final Title |1 self-evaluation document and keep it
available for public inspection for at least three (3) years after its completion date (for
schools having fifty (50) or more full- or part-time employees).

2. Ingtitute plans to make information regarding Title |1’ s protection available to any
interested party.

Individuals with disabilities should notify the Superintendent or building administrator if they
have a disability which will require special assistance or services and, if so, what services are
required. This notification should occur as far as possible before the school-sponsored function,
program, or meeting.

Individuals with disabilities may allege a violation of this policy or federal law by reporting it to
the Superintendent, as the Title I Coordinator, or by filing a grievance under the Uniform
Grievance Procedure.

Cross Reference: 4310P Uniform Grievance Procedure

Lega Reference: Americans with Disabilities Act, 42 U.S.C. 88 12111, et seq., and 12131,
et seq.; 28 C.F.R. Part 35.

Policy History:
Adopted on: 11-14-03
Revised on;
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Contact with Students 4320

Students are entrusted to the School for educational and residential purposes. Although these
purposes encompass a broad range of experiences, school officials must not assume license to
allow unapproved contact with students by persons who are not employed by the School for
these purposes. Staff from the Education and Student Services Programs may arrange guest
speakers on appropriate topics relative to the school or cottage curriculums. The Principal or
Dean of Students may approve assemblies on specific educational or social topics of interest and
relevance to the school or cottage programs. Other types of group contact by nonschool
personnel will normally not be permitted. Outside organizations desiring to use the captive
audience of the student body for information, sales material, or specia interest curricula will not
be allowed access to the schools.

All contact by nonschool personnel, with an individual student, must be approved the parent or
legal guardian of the student.

Policy History:
Adopted on: 03-15-02
Revised on;
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Distribution of Fund Drive Literature Through Students 4321

It is the policy of this School to refrain from having the students, as student body members, used
for the purpose of collecting funds or disseminating fund drive literature.

Exceptions to this policy will be considered when student or school-affiliated organizations,
sanctioned by the School, request permission to participate in a fund raising activity.

Policy History:
Adopted on: 07-16-04
Revised on:
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Community Use of School Facilities 4330

The Montana School for the Deaf and Blind facilities are available to the community for
education, civic, cultural and other non-commercial uses consistent with the public interest,
when such use does not interfere with the School program or School-sponsored activities. Use of
Schooal facilities for School purposes has precedence over all other uses. Persons on School
premises must abide by the School’ s conduct rules at all times.

Student and School-related organizations shall be granted the use of School facilities at no cost.
Other organizations granted the use of the facility shall pay fees and costs. The Superintendent
shall develop procedures to manage community use of School facilities. Use of School facilities
requires the Superintendent’ s approval and is subject to the procedures.

The administration shall approve and schedule the various uses of the School facilities. A master
calendar will be kept in the office for scheduling dates to avoid conflicts during the School year.
Should a corflict arise, the School reserves the right to cancel an approved request when it is
determined that the facilities are needed for School purposes. Requests for use of the School
facilities must be submitted to the Superintendent’ s office ten days in advarce of the event.

Legal Reference: §20-7-805, MCA  Recreational Use of School Facilities Secondary
Lamb’s Chapel v. Center Moriches Union Free School Dist., 113 S. Ct.
2141

Cross Reference: COMMUNITY RELATIONSA330P  Rules and Regulations for
Building Use
COMMUNITY RELATIONSA330F  Facility Use Form

Policy History:
Adopted on: 10-14-92

Revised on: 10-18-95
11-14-03
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Rules and Regulations for Building Use 4330P

1. Applications requeging use of the School facility must be presented to the Superintendent’s
Office at least ten (10) days in advance of the time desired and must be signed by a qualified
representative of the organization desiring to use the building.

2. Rental fees schedules are outlined in the “ Application and Permit for Use of MSDB
Facilities.”

3. Fees may be waived for private nonprofit groups that do not charge admission fees and
provide a benefit to the students served by the School. All other profit or nonprofit groups or
organizations will be charged rental fees as listed above.

4. The use of the School premises will be denied when, in the opinion of the Superintendent,
such use may be construed to be solely for commercia purposes, there is a probability of
damage or injury to School property, or the activity is deemed to be improper to hold in
School buildings or on School property.

5. Incase of loss or damage to School property, the organization and/or individua signing the
request shall be fully responsible and liable.

6. A certificate of liability insurance, as outlined in the “ Application and Permit for Use of
MSDB Fecilities,” will be required from the renting agency. This requirement maybe
waived by the Superintendent when the risk of injury or property damage by certain activities
for some groups or organizations is not present.

7. No furniture or apparatus shall be moved or displaced without permission.
8. No access to other rooms in the building shall be permitted unless designated by agreement.

9. There shall be no smoking within the School buildings. There shall be no narcotics, drugs,
stimulants, or alcohol used or sold in or about School buildings and premises, nor shall
profane language, quarreling, fighting, or gambling be permitted. Violations of this rule by
any organization during occupancy shall be sufficient cause for denying further use of School
premises to the organization.

10. Wax, or other preparations ordinarily used on dance floors, is not to be used on gymnasium
floors.

11. The Superintendent may require a School employee to be present during use of the building
by the non-school organization. In such case, the requesting organization will pay for the
employee expense (i.e., custodians, overtime).
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12. When the School official finds it necessary that police or other security personnel be
retained for crowd control, such requirement may be added as a condition of the “ Application
and Permit for Use of MSDB Facilities.”

13. There may be additional rules or conditions for the use of specific buildings on campus.

Cross Reference:. COMMUNITY RELATIONS 4330 Community Use of School Facilities
COMMUNITY RELATIONS4330F  Application and Permit for Use
of MSDB Facilities
Procedure History:
Adopted on: 07-16-04
Revised on:




APPLICATION AND PERMIT FOR USE OF MSDE

Facility to be used:

Facility to be opened

Rental Dates:

Performance Time

Required Set Up Time:

Organization or Group Using Facility (applicant):

Arrangements Made By:

Invoice to be mailed to:

ADDRESS

Purpose of Rental:

ADDRESS

No.

Will Admission Be Charged:

YES NO

FEE & PERSONNEL SCHEDULE - SEE BACK OF F(

Gymnasium Rental

Pool Rental

Concession Stand Rental
Cottage Room Charge
Kitchen Facility Rental
Meeting Room Rental
Academic Building IMC
Maintenance Fee
Lifeguard Fee

Other Charges

TOTAL CHARGE
Bond for use of facilities
Equipment:

Qoanmnd Famimnment

$

$

$

b

$

$ Room

5

$

$

$

$

$ (Damage Bond
Riaarharc Chalre Tal
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Use of School Property for Posting Notices or Commercial Promotions
of Goods and Services 4331

Nontschool related individuals or organizations may ask the building principal or dean of
students permission:

1. To display posters in the area reserved for community posters; or
2. To have flyers distributed to staff, parents or students.

Posters and/or flyers subject to a request must be student oriented and have the sponsoring
organization’s name prominently displayed. Permission will be denied to post or distribute any
materia that would:

Disrupt the educational process
Violate the rights of others

Invade the privacy of others

Infringe on a copyright

Be obscene, vulgar, or indecent, or
Promote the sale of goods or services

ouhhwbdE

No commercial publication shall be posted or distributed unless the purpose is to further a school
activity, such as graduation, class pictures, or class rings or to promote goods or services which
have been approved by the State Department of Administration. No information from any
candidates for non-student elective offices shall be posted in the School, or distributed to the
students.

If permission is granted to distribute, the organization must arrange to have copies delivered to
the School. Distribution of the material will be arranged by the administration.

Policy History:
Adopted on: 11-14-03
Revised on:
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Conduct on School Property 4332

In addition to prohibitions stated in other School policies, no person on School property shall:

1 Injure or threaten to injure another person

2. Damage another’ s property or that of the School

3. Violate any provision of the criminal law of the State of Montana or City of Great Falls
or Cascade County ordinance

4, Smoke or otherwise use tobacco products in areas other than those designated as
“Smoking Area’

5. Consume, possess, or distribute alcoholic beverages, illegal drugs, or possess dangerous
weapons at any time

6. Impede, delay or otherwise interfere with the orderly conduct of the School’ s educational
program or any other activity occurring on School property

7. Enter upon any portion of the School premises at any time for purposes other than those

which are lawful and authorized by the Board or
8. Willfully violate other School rules and regulations.

“School property” means within school buildings, in vehicles used for School purposes, or on
owned or leased School grounds. As circumstances warrant, appropriate action will be taken by
the School’ s administrators.

Lega Reference: Pro-Children Act of 1994, 20 U.S.C. § 6081
Smoke Free School Act of 1994

8§ 20-1-220, MCA Use of Tobacco Product in Public School
Building or Property Prohibited
8§ 20-5-410, MCA Civil Penalty

§39-71-1501, et seg., MCA Montana Safety Culture Act

20 U.S.C. §8921, et seq. Gun Free School Act of 1994

The Safe and Drug-Free Schools and Communities Act (SDFSCA) (Title
IV, Part A of the ESEA)

Policy History:
Adopted on: 07-18-03

Revised on:
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Public Accessto School Records 4340

Within the limits of an individua’s right of privacy, full access to information concerning the
administration and operations of the School shall be afforded to the public. Public accessto
School records shall be afforded according to appropriate administrative procedures.

“School records’ include any writing, printing, photostating, photographing, etc. (including
electronic mail), that has been made or received by the School in connection with the transaction
of official business and presented for informative value or as evidence of atransaction, and all
other records required by law to be filed with the School. “School records’ do not include the
personal notes and memoranda of staff which remain in the sole possession of the maker and
which are not generally accessible or revealed to other persons.

The Superintendent shall serve as “public records coordinator” with responsibility and authority
for ensuring compliance with the display, indexing, availability, inspection, and copying
requirements of state law and this policy. As coordinator, the Superintendent shall authorize the
inspection and copying of the School’s records only in accordance with the criteria set forth in
this policy.

In accordance with Title 2, Chapter 4, MCA, the School shall make available for public
inspection and copying all School records, or portions, except those which contain the following
information:

1. Personal information from any file maintained for students. Information from student
records shall be disclosed only in accordance with the requirements of the Family
Educational Rights and Privacy Act of 1974 and adopted School policy;

2. Personal information in files maintained for staff, to the extent that disclosure will violate
their right to privacy;

3. Test questions, scoring keys, or other examination data used to administer academic tests;

4, The contents of real estate appraisals, made for or by the School relative to the
acquisition of property, until the project is abandoned or until such time as all of the
property has been acquired, but in no event shall disclosure be denied for more than three
(3) years after the appraisal;

5. Preliminary drafts, notes, recommendations, and intra- School memorandain which
opinions are expressed or policies formulated or recommended, except that a specific
record shall not be exempt
when publicly cited by the School in connection with any School action;
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6. Records that are relevant to a controversy to which the School is a party but which
records would not be available to another party under the rules of pretria discovery for
cases pending resolution;

7. Records or portions of records, the disclosure of which would violate personal rights of
privacy; and

8. Records or portions of records, the disclosure of which would violate governmental
interests.

If the School denies any request, in whole or in part, for inspection and copying of records, the
School shall provide the requesting party with reasons for the denial.

If the record requested for inspection and/or copying contains both information exempted from
disclosure and non-exempt information, the School shall, to the extent practicable, produce the
record with the exempt portion deleted and shall provide a written explanation for the deletion.

The School shall not provide access to lists of individuals which the requesting party intends to
use for commercial purposes or which the School reasonably believes shall be used for
commercia purposesif such accessis provided. However, the School may provide mailing lists
of graduating students to representatives of the U.S. armed forces and the National Guard for the
purpose of recruitment.

The coordinator is authorized to seek an injunction to prevent the disclosure of records otherwise
suitable for disclosure, when it is determined that there is reasonable cause to believe that the
disclosure would not be in the public interest and would substantially or irreparably damage any
person or would substantially or irreparably damage vital governmental functions.

Legal Reference:
20 U.S.C. § 1232q;
34 C.F.R. 99 Family Education Rights and Privacy Act
8 2-6-109, MCA Prohibition on distribution or sale of mailing lists —
exceptions — penalty
§2-6-204, MCA State records committee approval
§2-6-211, MCA Transfer and storage of public records
§40-4-225, MCA  Accessto records by parent
10.55.909, ARM Student Records
Policy History:

Adopted on: 01-10-03
Revised on:
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Public Participation in Board Meetings 4341

The Montana School for the Deaf and Blind seeks to permit and encourage the public to
participate in agency decisions that are of significant interest to the public. To ensure adequate
notice and assist public participation before afinal agency action is taken that is of significant
interest to the public, the agenda and date for al Board meetings are published and available to
the public prior to each meeting. Each meeting agenda includes an item allowing for public
comment on any public matter that is not on the agenda of the meeting and that is within the
jurisdiction of the School conducting the meeting. Howewver, the School may not take action on
any matter discussed unless specific notice of that matter is included on an agenda and public
comment has been alowed on that matter. Public comment received at a meeting must be
incorporated into the official minutes of the meeting. For purposes of this policy, “public
matter” does not include contested cases and other adjudicative proceedings.

Legal Reference: 2-3-103, MCA, Public Participation
2-3-202, MCA, Meseting Defined
2-3-212, MCA, Minutes of Meetings, Public Inspections

Policy History:
Adopted on: 07-18-03
Revised on:
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Relations with the Law Enforcement and Child Protective Agencies 4410

The primary responsibility for maintaining proper order and conduct in the School and
residential programsis that of staff. Staff shall be responsible for holding students accountable
for infractions of School and cottage rules, which may include violations of the law on campus
or at School activities. Where there is substantial threat to the health and safety of students or
others, such asin the case of bomb threats, mass demonstrations with threat of violence,
individual threats of substantial bodily harm, use or trafficking of alcohol or drugs, or the
scheduling of events where large crowds may be difficult to handle, the law enforcement agency
shall be called upon for assistance. Information regarding violations of the law shall be
communicated to the appropriate law enforcement agency.

MSDB shall strive to develop and maintain cooperative working relationships with the law
enforcement agencies. Procedures for cooperation between law enforcement, child protective,
and School authorities shall be established. Such procedures shall be made available to affected
staff and periodically revised.

Cross Reference: COMMUNITY RELATIONS 4313 Disruption of School Operations

§ 20-1-206, MCA Disturbance of School — Penalty

Policy History:
Adopted on: 01-10-03

Revised on:
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Investigations and Arrests by Police 4411

All contact between the School and the police department on matters involving students shall be
made through the offices of the Superintendent, principal or dean of students. Law enforcement
authorities should only be alowed to conduct an interview in the School if the interview is at the
request of the School or they can show that special circumstances exist. This determination
should be made by the Superintendent, principal or dean of students. If adeaf or hard-of-hearing
student is being questioned, the law enforcement agency should arrange for interpreter services
at the Montana Deaf and Hard of Hearing Services Center. This determination should be made
by the Superintendent, principal or dean of students. In no case will MSDB staff be used to
interpret for an investigation involving another staff member.

A. If the police have a warrant for the student’s arrest, they must be permitted to arrest the
student; however, whenever possible, the arrest should be conducted in the principal or
dean of student’s office out of view of other students. The policy shall comply with all
policies related to the release/or removal of students from the School or cottages when
taking a student from campus.

B. Law enforcement personnel should not be allowed to roam about the School until the
student isfound. They should remain in the administration office while School personnel
seek out the student.

C. If possible, the educational program of the student should not be disrupted to alow for

police questioning.

D. Any questioning by police should be conducted in a private room or area where
confidentiality can be maintained.

E If law enforcement officials are to be allowed to question a student under the age of
eighteen (18), areasonable attempt shall be made to notify the parents, except in cases of
suspected child abuse or child neglect involving the parent. The parents should be given
the opportunity to come to the School prior to the questioning.

F. If the parents are notified and able to attend, they should be allowed to be present at the
interview. The administrator should be present at the interview, but should not take part
in any questioning. The administrator should at al times remain a neutral observer.

Cross Reference: STUDENTS 3440 Redease/Remova of Students from the School or
Cottages

Policy History:
Adopted on: 01-10-03
Revised on;
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Cooperative Use of Community Resources 4500

The MSDB strives to develop community partnerships based on the needs of its students and the
vision and mission of the School. Whenever it appears the cooperative use of resources will
result in a stronger school, stronger families, a stronger community and most importantly
improved student learning, it isin the best interest of the School to participate in cooperative
programs with other units of local or state government, community organizations and private
sector business.

When formal cooperative agreements are developed, such agreements shall comply with the
requirements of the Interlocal Cooperation Act, with assurances that all parties to the agreement
have the legal authority to engage in the activities contemplated by the agreement.

The School may enter into interlocal agreements with a unit of the Montana University System,
public community college, and/or tribal college, that would allow enrolled 11" and 12" grade
students to attend and earn credit for classes not available through the School. Tuition and fees,
if assessed, will be provided for in the interlocal government.

Legal Reference: 88 7-11-101 et. Seq., MCA Interlocal Cooperation Act

Policy History:
Adopted on: 11-14-03
Revised on;
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Cooperative Programs Between the Montana Schoal for the Deaf and Blind
and Great Falls School District #1 4520

The Board authorizes and encourages the administration of the Montana School for the Deaf and
Blind to enter into cooperative education and training programs with School District #1 when such
arrangements are mutually agreed upon and serve the best interests of children. Such programs
shall be reported to the Board with appropriate rationale and evaluation results.

Lega Reference: ARM 10.61.101

Policy History:
Adopted on: 10-14-92
Revised on:
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Notice to Parents Required by No Child Left Behind Act of 2001 (“NCLB") 4600

NOTE: Thislist of parental notice requirements may not be exhaustive. The only notices
applying to Schools that do not receive Title | funds are those regarding student privacy. The
notices described in this administrative procedure are paraphrased; please see the specific
NCLB section cited for the exact requirements.

Improving Basic Programs Operated by Local Educational Agencies

1. Asrequired by NCLB 8 1111(h)(6)(A): At the beginning of each school year, adistrict
that receives Title | funds shall notify the parents of each student attending any school
receiving Title | funds that the parents may request, and the district will provide the
parents on request, information regarding the professional qualifications of the student’s
classroom teachers, including, at a minimum, the following:

b. Whether the teacher has met the state qualifications and licensing criteria for the
grade levels and subject areas in which the teacher provides instruction.

C. Whether the teacher is teaching under emergency or other provisional status.

d. The teacher’ s baccal aureate degree major and any other graduate certifications or
degrees.

e Whether paraprofessionals provide services to the student and, if so, their
gualifications.

2. Asrequired by NCLB § 1111(h)(6)(B)(i): Districts must provide parents information on
the level of achievement of the parent’s child in each of the state academic assessments.

3. Asrequired by NCLB § 1111(h)(6)(B)(ii): Districts must provide parents timely notice
that the parent’s child has been assigned, or has been taught for four (4) or more
consecutive weeks by, a teacher who is not highly qualified.

Limited English Proficient Students

1 Asrequired by NCLB § 1112(g)(1)(A) and (g)(2) and § 3302(a): Districts must inform a
parent of alimited English proficient child identified for participation or participating in
such a program, of the reasons for their child being identified, their child’ s level of
English proficiency, instructional method, how their child's program will meet the child’'s
needs, how the program will help the child learn English, exit requirements for the
program to meet the objectives of any limited English proficiency, and information
regarding parental rights.

2. Asrequired by NCLB 8§ 1112(g)(1)(B) and § 3302(b): Each district using Title | funds to
provide alanguage instruction educational program, that has failed to make progress on
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the annual measurable achievement objectives described in § 3122 for any fiscal year for
which part A isin effect, shall separately inform the parents of a child identified for
participation or participating in such a program, of such failure not later than thirty (30)
days after such failure occurs.

Asrequired by NCLB § 1112(g)(4) and § 3302(e): Each district shall implement an
effective means of outreach to parents of limited English proficient students to inform the
parents regarding how they can be involved in their child’s education and be active
participants in assisting their child to attain English proficiency, achieve at high levelsin
core academic subjects, and meet challenging state academic achievement standards and
state academic content standards expected of all students. In addition, the outreach shall
include holding and sending notice of opportunities for regular meetings for formulating
and responding to parent recommendations.

Academic Assessment and Local Education Agency and School Improvement

1.

Asrequired by NCLB § 1116(b)(6): MSDB shall promptly provide to parents of each
student enrolled in an elementary school or a secondary school identified for school
improvement under§ 1116(b)(1)(E)(1), for corrective action under 8 1116(b)(7)(C)(1), or
for restructuring under 8§ 1116(b)(8)(A)(1):

b. An explanation of what the identification means and how the School comparesin
terms of academic achievement to other district schools and the state educational
agency,

C. The reasons for the identification;

d. An explanation of what the School identified for School improvement is doing to
address the problem,

e An explanation of what the School is doing to help the School address the
achievement problem;

f. An explanation of how the parents can become involved in addressing the
academic issues that caused the School to be identified for School improvement;
and

s} An explanation of the parents' option to transfer their child to another public

school under paragraphs (1)(E), (5)(A), (7)(C)(i), (8)(A)(i), and subsection
(©)(20)(C)(vii) (with transportation provided by the agency when required by
paragraph (9)) or to obtain supplemental educational services for the child in
accordance with subsection (e).

Asrequired by NCLB § 1116(b)(8)(c): Whenever a school fails to make adequate yearly
progress and/or is restructured, the School shall provide the teachers and parents
with an adequate opportunity to comment and participate in developing any plan.
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Asrequired by NCLB 8§ 1116(€)(2)(A): The School shall provide annual notice to
parents of:
a The availability of supplemental education services,
b. The identity of approved providers of those services which are reasonably
available in neighboring districts; and
C. A brief description of those services, qualifications, and the demonstrated

effectiveness of each such provider.

Parental Involvement

1.

Asrequired by NCLB § 1118(b): Parents shall be notified of the parental involvement
policy, in an understandable and uniform format and, to the extent practicable, in a
language the parents can understand. Such policy shall be made available to the local
community and updated periodically to meet the changing needs of parents and the

school.

Asrequired by NCLB § 1118(c): The School shall:

a

Convene an annual meeting at a convenient time, to which all parents of
participating children shall be invited and encouraged to attend, to inform parents
of their school’ s participation and to explain the requirements of the NCLB and
the right of the parents to be involved,;

Offer aflexible number of meetings;

Involve parents, in an organized, ongoing, and timely way, in the planning,

review, and improvement of programs, including the planning, review, and

improvement of the School parental involvement policy and the joint

development of the school-wide program plan under § 1114(b)(2);

Provide parents of participating children:

* Timely information about programs under this part;

* A description and explanation of the curriculum in use at the School, the
forms of academic assessment used to measure student progress, and the
proficiency levels students are expected to meet; and

» |If requested by parents, opportunities for regular meetings to formulate
suggestions and to participate, as appropriate, in decisions relating to the
education of their children, and respond to any such suggestions as soon as
practicably possible.

Education of Homeless Children and Y ouths

1.

Asrequired by NCLB § 722(e)(3)(C): MSDB shall provide written notice, at the time any

homeless child or youth seeks enrollment in the School and at least twice annually while

the child or youth is enrolled in the school, to the parent or guardian of the child or youth

(or, in the case of an unaccompanied youth, the youth) that:
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a Shall be signed by the parent or guardian;
b. Sets forth the general rights provided under this subtitle;
C. Specifically states:
. The choice of schools homeless children and youths are igible to attend,;

. That no homeless child or youth is required to attend a separate school for
homeless children or youths,
. That homeless children and youths shall be provided comparable services,

including transportation services, educational services, and meals through
school meals programs,
. That homeless children and youths should not be stigmatized by school
personnel;
d. Includes contact information for the local liaison for homeless children and
youths.

2. Asrequired by NCLB 8 722(g)(2)(B)(iii): In the case of an unaccompanied homeless
youth, the district shall ensure that the homeless liaison assists in placement or enrollment
decisions, considers the views of such unaccompanied youth, and provides notice to such
youth of the right to appeal.

3. Asrequired by NCLB § 722(g)(6)(A)(iv): The School shall ensure that public notice of
the educational rights of homeless children is disseminated where such children and youths
receive services under this Act, such as schools, family shelters, and soup kitchens.

Persistently Dangerous Schools

If the School isidentified as a persistently dangerous school,? the district must, in atimely
Manner:

1 “Persistently danger ous public elementary school or secondary school,” in the context
of the No Child Left Behind Act of 2001 (ESEA), a Montana public elementary or secondary school is
considered to be persistently dangerous if each of the following two conditions exist:

(2) In each of three consecutive years, the school has afederal or state gun-free schools violation
or aviolent criminal offense has been committed on school property, and

(2) In any two years within athree-year period, the school has experienced expulsions for drug,
alcohol, weapons or violence that exceed one of the following rates —
(&) more than five expulsions for a school of less than 250 students,
(b) more than 10 expulsions for a school of more than 250 students but less than 1000
students, or
(c) more than 15 expulsions for a school of more than 1,000 students
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1 Notify parents of each student attending the School that the state has identified the School as
persistently dangerous.

2. Since there is no other placement option at an alternate site and under the governance of
the MSDB, the School is encouraged, but not required, to explore other options which
may include transferring students to another district.

3. For those students who accept the offer, compl ete the transfer.

In addition the School must also:

1 Develop a corrective action plan; and

2. Implement the plan in atimely manner.

Parental notification regarding the status of the School and the offer to transfer students may be made
simultaneously.

Student Privacy

1 Asrequired by NCLB § 1061(c)(2)(A): The student privacy policies developed by the district
shall provide for reasonable notice of the adoption or continued use of such policies directly to
the parents of students enrolled in schools served by the district. At a minimum, MSDB shall:
a.  Provide such notice at least annually at the beginning of the school year and

within areasonable period of time after any substantive change in such policies; and

b. Offer an opportunity for the parent to opt the student out of the activity.

2. Asrequired by NCLB § 1061(c)(2): All districts shall provide reasonable notice of
such existing policies to parents and guardians of students, e.g., “The Board has
adopted and continues to use policies regarding student privacy, parental accessto
information, and administration of certain physical examinationsto minors. Copies
of those policies are available on request.”

Policy History:
Adopted on: 01-10-03
Revised on:
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Equa Employment Opportunity and Non-Discrimination 5010

The Montana School for the Deaf and Blind hereby affirms that equal employment opportunities are the
fundamental right of dl citizens and are covered by state and federal law.

It isthe policy of the Montana School for the Deaf and Blind to ensure that all employees and all applicants
for employment are treated equally without regard to their race, color, religion, nationa origin, age, marital
status, ancestry, receipt of public assistance, political beiefs, physical or mental handicap, ex-offender
datus, or sex; unless sex, ex-offender status and/or physica or menta handicap relates to a bona fide
occupational requirement. Such action to implement this policy shall include: employment, promotion,
demotion or transfer, recruitment or recruitment advertising, layoff or termination, rates of pay or other
forms of compensation, and selection for training, including apprenticeship and/or ontthe-job training.

The School will make reasonable accommodation for an individua with a disability known to the Schooal, if
the individual is otherwise qualified for the postion, unless the accommodation would impose an undue
hardship upon the Schoal.

Inquiries regarding discrimination should be directed to the Title IX Coordinator. Specific written
complaints should follow the Uniform Grievance Procedure.

Cross Reference: 5240P Uniform Grievance Procedure

Lega Reference: Age Discrimination in Employment Act, 29 U.S.C. § § 621, et seq.
Americans with Disabilities Act, Titlel, 42 U.S.C. § § 12111, et seq.
Equal Pay Act, 29 U.S.C. § 206 (d)

Immigration Reform and Control Act, 8 U.S.C. § §1324 (a), &t seq.,

Rehabilitation Act of 1973, 29 U.S.C. § 8§ 791, et s=0.

Title VII of the Civil Rights Act, 42 U.S.C. § § 2000 (e), et seq. 29 C.F.R,,

Part 1601

Title IX of the Education Amendments, 20 U.S.C. § § 1681, € seq., 34 C.F.R., Part
106

Montana Congtitution, Art. X, § 1 — Educational Goals and Duties

849-2-101, et. Al., MCA Human Rights Act

849-3-102, MCA What Loca Governmental Units Affected

Policy History:
Adopted on: 10-14-92
Revised on:
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Sexual Harassment/Sexual Intimidation in the Workplace 5012

BASIC POLICY

The Montana School for the Deaf and the Blind is committed to a positive and productive working and
learning environment free from discrimination. The School prohibits sexual harassment or intimidation
of its employees or students, whether committed by a co-worker, supervisor, subordinate, contractor,
volunteer or student, and finds such behavior just cause for disciplinary action. The School will not
tolerate such behavior between members of the same or opposite sex. The School will take prompt,
effective and remedial action on complaints, grievances, and reports of sexual harassment or
intimidation (including informal reports of inappropriate sexual or gender-directed conduct) which come
to the attention of the administration and/or staff.

The School prohibits retaliation against any employee or student because he or she has made a report of

alleged sexua harassment, or against any employee or student who has testified, assisted, or participated
in the investigation of areport. Retaiation isitself aviolation of federal and state regulation prohibiting
discrimination and will lead to disciplinary action against the offender.

This policy applies to individuals attending any events on School property, whether or not school
sponsored, and to any school-sponsored events, regardless of |ocation.

DEFINITIONS

Sexual harassment is generally defined as unwelcome sexual advances, requests for favors and other
verbal and/or visual contact of a sexua or gender-directed nature when:

submission is made either explicitly or implicitly aterm or condition of an individual’s
employment or education.

submission to or rejection of that conduct or communication by anindividual is used as a factor
in decisions affecting that individual’s employment or education; or

that conduct or communication has the purpose or effect of substantially or unreasonably
interfering with an individual’ semployment or education, or of creating an intimidating, hostile
or offensive employment or educational environment.

An “intimidating, hostile or offensive employment or educational environment” means an environment
in which:

sexually-oriented jokes, innuendoes, obscenities, pictures/posters or any action with sexual
connotation makes a student or employee feel uncomfortable, or

any aggressive, harassing behavior in the workplace or school that affects working or learning,
whether or not sexua in connotation, is directed toward an individual based on their sex.

The following are examples of sexual harassment or intimidation:
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sexual advances which are unwanted (this may include situations which began as reciprocal
attractions, but later ceased to be reciprocal).

sexual gestures, verbal abuse, sexually-oriented jokes, innuendo or obscenities.
displaying of sexually suggestive objects, pictures, cartoons, or posters.
sexually suggestive letters, notes or invitations.

employment or education benefits affected in exchange for sexua favors.

physical conduct such as assault, attempted rape, impeding or blocking movement, or
unwelcome touching.

hazing, or daring to perform in unsafe work or learning practices, particularly directed toward
students or employees in nontraditional settings.

PREVENTION

It is the policy of this agency to provide in-service education and training about sexual harassment and
intimidation for employees and students.

Sexua harassment prevention training may be included in staff and student orientation, and students,
employees, parents and caretakers may be actively involved in the development of the School’ s sexual
harassment prevention program.

REPORTING

Students or employees who believe they may have been harassed or intimidated should contact a
counselor, the Title IX Coordinator, the Equal Employment Opportunity Officer, or the first level
supervisor who is not involved in the alleged harassment. Persons who feel they are being harassed or
intimidated should take the following steps:

Inform the individual that his’her behavior is unwelcome, offensive or inappropriate. Do not
assume or hope that the problem will go away.

Notify a counselor, the Title I X Coordinator or an administrator right away. Early reporting
assists any investigation.

Request a copy of the School’ s sexual harassment policy so that reporting processes are clear.

Keep notes. Keep arecord of dates, times, places and witnessesand descriptions of each
incident. Save al notes or records in a safe place.

Complainants are permitted to have afriend or advisor present with them for moral support during any
stage of the investigation of the report.
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Once areport has been filed with an administrator, Title IX Coordinator or EEO Officer, a confidential
and expeditious investigation shall begin following the procedures as outlined in the INVESTIGATION
AND ACTION PROCEDURE listed below.

CONFIDENTIALITY

A report of sexual harassment or intimidation and the investigation are to be kept in confidence, where
practical, for the protection of all partiesinvolved.

The School's obligation to investigate and take corrective action may supersede an individual's right to
privacy.

INVESTIGATION AND ACTION PROCEDURE

After receiving areport or grievance, the Title IX Coordinator or an individual as designated by the
School administration, shall conduct an investigation and make written recommendation within thirty
(30) days to the Superintendent. In determining whether alleged conduct constitutes sexual harassment,
the Coordinator will consider many items including the facts of the alegation, case law, state and federd
laws and regulations, the School’ s policy prohibiting sexual harassment and intimidation, any past
behavior, any training the accused individual has received and other items as appropriate.

On receipt of a recommendation from the individual or Coordinator that probable cause exists to credit
the allegations of sexual harassment or intimidation, the Superintendent may take action based on the
report/recommendation or the Superintendent may conduct his or her own investigation into the charges.
The Superintendent may appoint an outside investigator to conduct the investigation.

Such investigation must be completed within thirty (30) days of receipt by the Superintendent of the
recommendation from the Coordinator.

Pending such an invegtigation, the Superintendent or building administrator or other supervisor may take
any action necessary to protect the alleged victim, or other employees or students consistent with
requirements of applicable regulations and statutes, if any.

Consistent with the requirements of applicable regulations or statutes, the Superintendent may take such
action deemed necessary and appropriate after the completion of the investigation.

The final disposition of the case may be by action of the Board of Public Education if thereisa
recommendation for nonrenewal or employment termination or expulsion.

SANCTIONS

A substantiated charge against an employee of the School may subject the employee to disciplinary
action in accordance with any appropriate employee contract, up to and including discharge. A
substantiated charge against a student shall subject that student to student disciplinary action including
suspension or expulsion, consistent with the School’ s student discipline policy.
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NOTIFICATION

Notice of the existence of this policy, prevention plan and procedures shall be posted in prominent
locations in all School buildings, including information on how to receive a copy. Notice shall also be
included in student, parent and staff handbooks annually.

REMEDIATION

A plan will be developed to provide student and staff victims and witnesses of harassment with
counseling and other support services to help them cope with the effects of harassment or intimidation.

Names, office locations and phone numbers of persons to contact for further information or assistance
on how to use this policy:

Steve Gettel Tim O’'Hara
Superintendent Title IX/EEO Officer
406-771-6000 406-771-6131

sgettel @sdb.state.mt.us tohara@sdb.state.mt.us

Legal References:

Title VII of the Civil Rights Act of 1964

Title IX of the Education Amendments of 1972

Montana Corstitution Article X, Section 1

Montana Human Rights Act MCA 49-2-101, et seq.

I mplementing State and Federal Regulations MCA 49-3-101, et seq.

Policy History:
Adopted on: 10-14-92

Revised on: 01-09-01
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Applicability of Personnel Policies 5021

Except where expressly provided to the contrary, personnel policies apply uniformly to the
employed staff of the Montana School for the Deaf and the Blind. However, where thereis a
conflict between the terms of a collective bargaining agreement and the MSDB’ s policy, the law
provides that the terms of the collective bargaining agreement shall prevail for the staff covered
by that agreement.

When a matter is not specifically provided for in an applicable collective bargaining agreement,
the policies established in the Montana Operations manual and by the Board of Public Education,
to effectively and efficiently manage MSDB, shall govern.

Legal Reference: § 39-31-102, MCA Chapter not a limit on legidlative authority

Policy History:
Adopted on: 3-15-03
Revised on:
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Hiring and Termination Process and Criteria 5120

Unless otherwise specified in this Policy Manual, the personnel policies provided in the
Montana Operations Manual shall apply to the School for the Deaf and Blind.

Personnel Palicies

A.

Superintendent. The Board of Public Education shall appoint the Superintendent of
the Montana School for the Deaf and Blind. Such appointment shall be made in
accordance with section Il. C. below. The Board shall establish the qualifications
and compensation for the position of Superintendent who shall serve at the pleasure
of the Board.

Other personnel. The Superintendent shall hire, establish the job description and
compensation for, and terminate the employment of staff members at the Shool.
All such actions shall be subject to Board review and in accordance with sections 1.
C.,D.and E. below.

Hiring. Personnel hired by the Shool shall be hired only in accordance with the
following procedures:

1 Position descriptions for vacant positions shal be developed if not aready
on file.

2. Positions shall be actively advertised and applications shall be solicited for at
least ten days.

3. Applicants shal be evaluated and screened dtrictly on the basis of ther
qualifications and experience as they relate to the position to be filled. An
applicant's race, color, religion, sex, national origin, age or political belief
shdl not be considered in the screening and eval uation process.

4, The applicant who, in the judgment of the Superintendent, most closely
meets the qualifications and experience to perform the duties specified in the
position description shall be offered the position. If the offer is refused, the
next most qualified applicant shall be offered the postion. When hiring
personnel, the Superintendent shall state in writing why the person hired was
selected over other applicants and shall place such statement in the new
employee's personnd file.

Termination Personnel hired by the Superintendent shall be terminated only in
accordance with the following procedures:

1. Employees shall be notified by their supervisors when the performance of
the employee is deemed to be unsatisfactory. The incident(s) which
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comprise the unsatisfactory performance shal be documented in writing,
signed and dated by the supervisor, presented to the employee and placed in
the employee's personnel file.

2. The employee shall be given specific directions and a timetable for
improving performance and shal be given notice that failure to improve
higher performance may lead to his’her termination.

3. If, in the judgment of the supervisor, the employee's performance is not
sufficiently improved after a reasonable period of time, the employee shall
be notified and the complaints about hisher performance shal be
documented in writing, signed and dated by the supervisor, presented to the
employee and placed in the employee's personne file.

4, If, in the judgment of the Superintendent, the employee demonstrates an
unwillingness or an inability to sufficiently improve hisher performance
after repeated notifications of unsatisfactory performance, the
Superintendent may terminate the employee.

5. In those instances involving gross neglect of duty and/or performance and
behavior which, in the judgment of the Superintendent, poses an immediate
threat to the safety and well-being of the students or to the operation of the
School, an offending employee may be suspended without pay for up to
seven days. Prior to the expiration of this sevenday period, the
Superintendent shall meet with the employee, document the complaint in
writing and notify him/her of the termination of employment which shal
become effective immediately.

E Reduction in Work Force. In the event that a reduction in work force becomes
necessary, the reduction shall take place in accordance with Montana Operations
Manua 3-0155 and any Board approved policy contained in this policy manual that
pertains to reduction in work force.

Policy History:
Adopted on: 10-14-92

Revised on:
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Professional Staff Appointments and Salaries 5121

The Board of Public Education authorizes the Superintendent of the Montana School for the Deaf
and Blind to appoint professonal staff subject to Board confirmation and consistent with
professional practices and standards within the specialized fields. At the April Board meeting each
year the Superintendent will submit to the Board for approva alisting of al professional personnel
by name, position, contract days, employment base, if other than Greet Falls, and salary.

The Superintendent shall submit a staffing pattern and job description for each administrative staff
member with the April quarterly report each year.

Policy History:
Adopted on: 10-14-92
Revised on:
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Fingerprints and Criminal Background Investigations 5122

It is the policy of the Board of Public Education that any finalist recommendation for hire or
appointment to a paid or volunteer position with the Montana School for the Deaf and the Blind,
that involves regular unsupervised access to students in the school or cottages, as determined by
the Superintendent, shall submit to a fingerprint-based national criminal history background
check conducted by the Federal Bureau of Investigation prior to consideration of the
recommendation for employment. The purpose of this background check is to determine if the
applicant has been convicted of certain crimina or drug offenses. The results of the fingerprint-
based check shall be presented to the Superintendent concurrent with the recommendation, from
the program administrator, for employment or appointment. Any offer of employment or
appointment shall be contingent upon results of the fingerprint criminal background check,
which must be acceptable to the Superintendent, at his or her sole discretion.

Applicants to MSDB, as a condition of employment to the following positions, must authorize in
writing and submit to afingerprint criminal background investigation:
All employeesin all program areas* at the Great Falls campus of the Montana School for
the Deaf and the Blind;
All employees of the MSDB Education Program’ s Outreach Services Division*;
All substitute teachers*, teacher assistants, interpreters and cottage life attendants;
Any volunteer assigned within the education or residential program who has regular,
unsupervised access to students.

Additionally, employees of contracted service providers or MSDB Foundation employeesin the
following positions, as a condition for approved access to the MSDB campus and facilities, must
authorize in writing and submit to a fingerprint criminal background investigation:
Any employee of the MSDB Foundation, Inc., who is assigned to MSDB and has regular,
unsupervised access to students,
Any employee of a person or firm holding a contract with MSDB, if the employee is
assigned to the School and has regular, unsupervised access to students.

The requirement that an applicant submit to afingerprint background check shall be consistent
with and in compliance with the National Child Protection Act of 1993 and the volunteers for
Children Act of 1998 and applicable federal regulations.

Each applicant or employee who has been asked to submit to a fingerprint-based background
check is entitled to:
- Obtain a copy of any background check report;
Challenge the accuracy and completeness of any information contained in any such
report;
And, obtain a prompt determination as to the validity of such chalenge before afinal
determination is made by the Superintendent.
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If an applicant has any prior record of arrest or conviction by any local, state, or federal law

enforcement agency, including conviction following a plea of nolo contendere, a conviction in
which the sentence is suspended or deferred, or any other adjudication treated by the court as a
conviction, for an offense other than a minor traffic violation, the record must be reviewed by the

Superintendent, who shall decide whether the applicant shall be declared eligible for

employment or appointment. Arrests resolved without conviction shall not be considered in the

hiring process unless the charges are pending.

* A fingerprint-based, national criminal history, background check is completed on all teachers,
specialists and administrators who hold a valid Montana license initially issued after January 1,

2003.
Lega Reference: 837-1-2, MCA
844-5-301, MCA

844-5-302, MCA

§44-5-303, MCA

ARM 10.57.201A
ARM 10.57.113

Dissemination of public criminal justice
information

Dissemination of criminal history record
information that is not public criminal justice
information

Dissemination of confidential criminal justice
information

Criminal History Background Check
Substitute Teachers

Volunteers for Children Act, Public Law 105-251
Nationa Child Protection Act of 1993, Public Law 103-209

Policy History:
Adopted on: 07-18-03

Revised on:
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AUTHORIZATION TO RELEASE INFORMATION 5122F

TO WHOM IT MAY CONCERN:

I, , am seeking employment or volunteer assignment with the Montana
School for the Deaf and the Blind, Great Falls, Montana. | acknowledge that a complete investigation in to my
background is necessary to protect the safety and welfare of the students at MSDB. | hereby expressy and
voluntarily give MSDB the right to make a thorough investigation of my past employment, education and
activities. | specificaly authorize the release of any and all information of a confidential or privileged nature,
including confidential criminal justice information as defined in § 44-5-103(3), M CA, to the staff of MSBD
and its agents. | understand that MSDB reserves the right to use any lawful method of investigation that, in its
sole discretion, it deems reasonable and necessary.

| hereby release the Montana School for the Deaf and the Blind and any organization, company, institution, or
person furnishing information to the School and its agents as expresdy authorized above, from any liability for
damages which may result from any dissemination of the information requested, subject to the provisions of
Title 44, Chapter 5, Part 3, MCA.

This document is effective until revoked in writing by me.

SIGNATURE DATE
Print full name:
Print full address:
CITY STATE ZIP
Birth Date: Social Security Number:
STATE OF )
) SS ( NOTARY SEAL )

County/Parish of )
On this day of , 200__, before me, a Notary Public for the state of

, personally appeared , known to me to be the
person named in the foregoing Authorization to Release Information, and acknowledged to me that
executed the same as free act and deed for the purposes therein mentioned.

IN WITNESS WHEREOF, | have hereunto set my hand and affixed my notaria sed the day and year in this
certificate first above written.

NOTARY PUBLIC for the State of
County/Parish of

My commission expires:

Policy History:
Adopted on: 07-18-03
Revised on:
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Probationary Period 5123

Newly hired employees who are covered by a collective bargaining agreement which establishes a
probationary period to be served shall serve a probationary period per the agreement.

Newly hired employees who are not covered by a collective bargaining agreement shall serve a
probationary period of one year (see A.R.M. Section 2.21.3808(2)).

The School shal inform the employee of the length of the probationary period at the time of
employment.

The School is permitted to, but not required to, credit time in an approved leave of absence without
pay toward completion of a probationary period. Employees returning from an approved leave of
absence without pay are not required to begin a new probationary period.

The School shall conplete at least one performance appraisal for an employee in a permanent
position during the first six months of the probationary period.

Unless the employee receives written notification that the employee has not satisfactorily completed
the established probationary period on or before the end of the probationary period, the employee
attains permanent status.

Extension of Probationary Period

The School may extend the length of a probationary period for a maximum of 6 additional and
consecutive calendar nonths.

When the probationary period is extended, the School must notify the employee in writing on or
before the end of the established probationary period that the probationary period has been extended
and the School must inform the employee of the length of the extension.

An employee whose probationary period has been extended does not attain permanent status until
the employee successfully completes the additional probationary period.

Discharge of a Probationary Employee

An employee who has not attained permanent status may be discharged at any time during the
probationary period. The School shall take reasonable steps necessary to verify the reason for
discharge prior to discharge and the reason for discharge shall be communicated to the employee.
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Promoted or Reassigned Employees

An employee who has attained permanent status and who is internaly promoted, reassigned or
whose position is reclassified shall serve atrial period of one year.

The tria period will be used to determine if the employee will be retained in the new position or
returned to the former or an equivalent position.

During the trial period, an employee who has attained permanent status in the former position shall
upon promotion, reassignment or reclassification retain al rights extended by virtue of having
attained permanent status, except that, the School may return an employee to the former or an
equivalent position without following the provisions of grievance policy, the redwctionin-work
force policy or the discipline handling policy.

Adoption of this policy does not obligate the School to return the employee to the former or an
equivaent pogition in lieu of other personnd actions which could be taken consstent with the
discipline handling, grievance and reductionin-work force policies.

Transferred Employees - Voluntary and |nvoluntary

An employee who has attained permanent status at M.S.D.B. and who applies for and is transferred
to another agency loses permanent status at M.S.D.B. and shall have no rights to the position held at
M.S.D.B.

Where a position or work unit is transferred from M.S.D.B. to another agency as a result of
reorgani zation, the employee shal have no rightsto a position at M.S.D.B.

Legd Reference: MOM 3-0170 Probation
ARM 2.21.3801-3822

Policy History:
Adopted on: 10-14-92
Revised on:
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Employee Sign Language Skill 5124

It shal be required that al permanent employees a the School have sign language skill
commensurate with the requirements of their positions.

The Superintendent shall establish a sign language skill evaluation system which specifies the
required skill level for each podtion at the School. Each employee shall be evaluated and those
employees determined to lack the required skill for their position shall be provided assistance
designed to improve their skill. Failure to demonstrate improvement in sign language skill after a
reasonable length of time may constitute grounds for termination. Failure to attain the required sign
language sKill level in areasonable length of time may constitute grounds for termination.

Lega Reference: MCA 2-8-112 Communication Skills Required of Certain Employees

Policy History:
Adopted on: 10-14-92

Revised on:
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Medical Examinations

Through its overall safety program and various policies pertaining to school personnel, the Board
shall promote the safety of employees during working hours and assist them in the maintenance
of good hedlth. It shall encourage al its employees to maintain optimum health through the
practice of good health habits.

Under the circumstances defined below, the Board may require physical examinations of its
employees. Results of such physical examinations shall be maintained in separate medical files
and not in the employee’ s personnel file and may be released only as permitted by law.

Physica Examinations

If the work is of a physically demanding nature, subsequent to a conditional offer of employment
and prior to a commencement of work, the School may require an applicant to have a medical
examination and to meet any other health requirements that may be imposed by the State. The
School may condition an offer of employment on the results of such examination, if al entering
employees in the applicable job category are subject to such examination. If approved by
personnel services, athirty-(30)-day grace period beginning from the date of employment may
be allowed for the employee to obtain the required medical examination.

All bus drivers, including full-time, regular part-time, temporary part-time or contracted drivers,
are required by state law to have a satisfactory medical examination prior to employment.

Communicable Diseases

If astaff person has a communicable disease and has knowledge that a person with compromised
or suppressed immunity attends the school, the staff person must notify the school’ s Director of
Health Services or other responsible person designated by the Board that he has a communicable
disease which could be life threatening to an immune compromised person. The Director of
Health Services or other responsible person designated by the Board must determine, after
consultation with and on the advice of public health, if the immune compromised person needs
appropriate accommodation to protect their health and safety.

An employee with a communicable disease shall not report to work during the period of timein
which the employee is infectious. Anemployee afflicted with a communicable disease capable
of being readily transmitted in the school setting (e.g., airborne transmission of tuberculosis)

shall be encouraged to report the existence of the illness, in case there are precautions that must
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be taken to protect the health of others. The School reserves the right to require a statement from
the employee’ s primary care provider prior to the employee’ s return to work.

Confidentiality

In al instances, School personnel shall respect the individual’ s right to privacy and treat any
medical diagnosis as confidential information. Any information obtained regarding the medical
condition or history of any employee shall be collected and maintained on separate forms and in
separate medical files and be treated as confidentia information. Only those individuals with a
legitimate need to know (i.e., those persons with a direct responsibility for the care of or for
determining workplace accommodation for the staff person) will be provided with necessary
medical information.

Supervisors and managers may be informed of the necessary restrictions on the work or duties of
the employee and necessary accommodations. First aid and safety personnel may be informed,
when appropriate, if the disability might require emergency treatment.

Lega Reference: 29 U.S.C. 794, Section 504 of the Rehabilitation Act
29 CFR, Section 1630.14(c)(1)(2)(3)
42 U.S.C. 12101, et seq. Americans with Disabilities Act
Title 49, Chapter 2, MCA  lllegal Discrimination
Title 49, Chapter 4, MCA  Rights of Persons with Disabilities

§ 20-10-103(4), MCA School bus driver qualifications
16.28.1005, ARM Employee of School —Day Care Facility
Care Provider

Policy History:
Adopted on: 07-16-04
Revised on:
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Employee llIness and Food Services 5132

An array of infections and communicable diseases possibly can be transmitted by infected Food
Service employees to the students and or staff at the Montana School for the Deaf and Blind.
Any employees who handle food must maintain proper management of the food, maintain a high
degree of persona cleanliness and understand the risk of transmitting foodborne pathogens to the
students and or staff at the Montana School for the Deaf and Blind.

ARM 37.110.210 FOOD EMPLOYEES 1. No person, while infected with a diseasein a
communicable form that can be transmitted by foods or who isa carrier of organisms that cause
such a disease or while afflicted with a boil, an infected wound, diarrheal illness or acute
gastrointestinal illness or an acute respiratory infection, shall work in a food service
establishment in any capacity in which thereis a likelihood of such a person contaminating food
or food contact surfaces with pathogenic organismsor transmitting disease to other persona.
Food employees experiencing persistent sneezing, coughing or runny nose that causes
discharges from the eyes, nose or mouth may not work with exposed food; clean equipment,
utensils, and linens; or unwrapped single-service or single-use articles.

*|f aFood Service employee becomes symptomatic with any of the conditions below, they have
been instructed to notify their employer so preventable measures can be taken.

*All Food Service employees are aware of the extreme importance of a high degree of personal
cleanliness and know they must adhere to strict hygienic practices during their working periods
in the Food Service establishment.

Symptoms which may exclude an infected individual from food handling duties are:

Jaundice Fever
Vomiting Sore throat with fever
Diarrhea L esions containing pus on any exposed body
Upper respiratory infection part
(sneezing, coughing, or runny
nose)

Specific illnesses which may exclude an infected individual from food handling duties are:
Typhoid fever (salmonellatyphi) Hepatitis A

Shigellosis Campylobacter
Amebiasis Cryptosporidiosis

Cholera Poliomyelitis

Giardiasis Tuberculosis
Samonellosis Diarrheal disease outbreak
Escherichiacoli 0157:H7 Yersnioss

Any contagiousillness or disease

Copies of the ADMINISTRATIVE RULES OF MONTANA for food service establishments are
on file in the Food Service area. The Food Service Manager aso has a copy on file.

Policy History:
Adopted on: 05-13-05

Revised on:
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Approva of Time Worked Outside of the Regular Schedule or Contract 5141
or Duties as Assigned

All work schedules for education staff are determined and assigned by the principal. Schedules
for residential staff are determined by the dean of students. Thisincludes, but is not limited to,
work associated with student activities such as extra curricular sports, clubs, organizations,
programs and special projects. This does not include work that is part of the contracted work
assignment such as attendance at meetings or class preparation.

To be eligible for compensation all time worked outside of the regular contracted duty day must
be requested and approved in writing by the principal, or dean of studerts or hig’her designee.
To request approval the employee must complete a “Request for Leave’ form for “school related
duty” submitted to the principal or dean of students at least (10) working days, when possible,
prior to the date(s) of the additional work assignment. A detailed explanation of the duty must
accompany the request including the following information: a description and the location of the
activity, students involved, the beginning and ending dates for the activity, and the total number
of hoursto be worked. Only after approval has been granted, may the employee work additional
hours or days. If the request is not approved, compensation will not be made. For unique
circumstances and at the discretion of the administration, requests may be approved for time
worked prior to the submission of the form.

Policy History:
Adopted on: 09-20-01

Revised on:
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Telework Definition and Guidelines 5142

Definition

Telework means a flexible work arrangement where a designated school employee may work
from home or an alternative work site within the State of Montana one or more days a week
instead of physically traveling to and working out of the School’s campus located at 3911
Central Avenue, Great Falls, MT 59405.

Guidelines

It is the policy of the Montana School for the Deaf and the Blind to allow employees to work
from home or an aternate work site under the following guidelines:

When proximity to clients being served promotes efficient service delivery and is cost
effective.

When it is deemed in the best interest of the School to allow employees to access
specified systems from their home in order to maintain continuity of service(s).

Examples would include payroll processing and monitoring and maintaining the School’ s
Local Area Network. Allowing employees to access other systems from their home will
be considered on a case-by-case basis provided it is deemed in the best interest of the
School, is cost effective, and does not compromise security of data systems.

a.  Security protocols are to be established and monitored for employees allowed access
from their home to payroll or other data systems.

Policy History:
Adopted on: 05-13-05

Revised on;
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Consulting Services 5143

School personnel may serve as private consultants during non-duty days or hours. The
Superintendent shall be provided advance written notification of consulting agreements.

Any outside employment must not present a conflict of interest or prevent the employee from
performing his/her assigned duties, and must be done during off-duty hours. 1t will be
considered a conflict of interest for employees of MSDB to privately contract services with any
school district, local education agency or parent who would otherwise be entitled to the services
of MSDB. It will also be considered a conflict of interest for employees of MSDB to privately
contract services with any education or childhood services agency, to provide consultative
services for a child who would otherwise be entitled to the services of the Montana School for
the Deaf and the Blind. Employees found to be in violation of this policy will face disciplinary
action, up to and including termination.

In the event a staff member is required to be absent from their regular assigned duties to fulfill
their consulting contract, prior approval for their absence must be obtained from the
Superintendent and annual or personal leave will be charged for the time absent. If the employee
does not have sufficient annual or persoral leave balances to cover the absence, leave without
pay will be charged.

Policy History:
Adopted on: 10-14-92

Revised on:
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Answering Subpoenas 5144

Employees of MSDB may confer for up to, but not more than, one hour with a party/parties who
have alegal right to confidential information, in cases of acivil action in which MSDB is not a
party. Employees must notify the Superintendent whenever such conferences have occurred. It
is the responsibility of the MSDB employee to inform interested parties that a subpoena will be
required for any conference time beyond one hour and that the interested party will be
responsible for compensation to MSDB for regular pay and benefits paid to the employee for
time spent answering the subpoena as provided by MCA 26.2.515. Employees found to be in
violation of this policy will face disciplinary action, up to and including termination.

Legal Reference:  § 206.2.515, MCA State Employees — Compensation for time spent
Answering subpoenas

Policy History:
Adopted on: 09-20-01

Revised on:
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Evauation of NonrAdministrative Staff 5222

The employee’ s direct supervisor shall evaluate each non-administrative employee’s job
performance in accordance with ARM 2.21.6401 and MOM Section 3-0115 “Performance
Management and Evaluation.” The administration and employees and/or members of a
collective bargaining agreement shall collaboratively develop the evaluation procedure including
forms or other instruments used for assessment. The evaluation procedure will be conducted
using a process and forms applicable to the job classification and description and day-to-day
appraisals based on the performance and competence of the individual employee. The evaluation
procedure will be non-discriminatory and uniformly applied.

1. The evaluation process includes scheduled performance evaluations at each of the
following points:

a) During the first six-months of an initial, 12-month probationary period, ARM
2.21.6401, SDB 3.07,

b) before the end of afull academic year, for certified and non-certified staff in the
education program, or before the end of afull12- months for classified staff in the
residential and administration programs,

c) annualy for the next two years, before the end of each academic year,

d) once every three years for al subsequent years of employment, as part of a 3 year
cycle of evaluation and professional development activities:

Year 1 —formative evaluation to develop job targets for performance
improvement.

Year 2 —identify professional goals for career track development.

Y ear 3 — summative evaluation to assess job performance.

€) anytime an employee’s performance is determined, by the immediate supervisor, to
be substandard.

2. The probationary period may be extended for a maximum of 6 additional, consecutive
calendar months in accordance with ARM 2.21.3809. A probationary employee may be
dismissed at any time during the probationary period whether or not a formal performance
evauation has been conducted.

3. Thedismissal of certified staff under permanent employment status shall conform with al
procedures outlined in MCA 20.4.204 “Termination of Tenure Teacher Services’ and/or
MCA 20.4.207 “Dismissal of Teacher Under Contract.”

4. Initiation of formal or informal disciplinary actions under MOM section 3-0120 is not
dependent on completion of the performance evaluation process.

5. The supervisor shall provide a copy of the completed evaluation to the employee and shall
provide an opportunity to discuss the evaluation.

6. The origina evaluation form shall be signed by the employee and filed with the
Superintendent to be placed in the employees personnel file. If the employee refuses to
sign the evaluation, the supervisor should note the refusal and submit the evaluation to the
Superintendent.
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7. An employee shall have the right to submit a written response to an evaluation, which shall
be retained with the evaluation in the employee’ s personnel record. The response shall be
submitted to the employee’ s supervisor or another person designated in an agency policy
within 10 working days of the evaluation.

8. Procedural errorsthat are subject to the filing of a grievance pursuant to ARM
2.21.8011 et seq., grievances are failure of an evaluator to:

a) inform an employee of the performance management plan at the start of an evaluation
period or of changes to the plan made during the evaluation period,;

b) provide an employee with the completed evaluation and any reviewer’s comments; and

) advise an employee of the right to submit a written response.

9. No employee may file a grievance based on the content of a performance management
plan, the evaluation or reviewer’s comments.

10. An employee who has not attained permanent status may not file a grievance under ARM
2.21.8011 et seq., involving any aspect of the performance management and evaluation
process.

11. Initiation of informal or formal disciplinary actions under the discipline handling policy,
ARM 2.21.6501 et seq., is not dependent on completion of the performance evaluation
process.

Legal References:
ARM 2.21.6401 et seq.
MSDB Personnel 3.07
ARM 2.21.3809 et seq.
MCA 20.4.204

MCA 20.4.207

MOM sec. 3-0130
ARM 2.21.8011 et seq.
ARM 2.21.6501 et seq

Policy History:
Adopted on: 03-15-02

Revised on:
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Personal Conduct 5223

Employees of MSDB are expected to maintain high standards of honesty, integrity and
impartiality in the conduct of School business.

In accordance with state law, an employee should not dispense or utilize any information gained
from employment with MSDB, accept gifts or benefits, or participate in business enterprises or
employment which create a conflict of interest with the faithful and impartial discharge of the
employee’ s dutiesat MSDB. An MSDB employee may, prior to acting in a manner which may
impinge on any fiduciary duty, disclose the nature of the private interest which creates a conflict.
Care should be taken to avoid using, or avoid the appearance of using, official positions and
confidential information for personal advantage or gain.

Further, employees should hold confidential al student information deemed to be not for public
consumption as determined by state and federal law and Board policy. Employees shall also
respect the confidentiality of people served in the course of the employee’ s duties and use
information gained in a responsible manner. Any employee who disclosed confidential and/or
private information learned during the course of the employee’'s duties or learned as a result of
participating in a closed (executive) session of the Board, may be subject to discipline up to and
including discharge. Discretion should be employed even within the School system’s own
network of communication.

Administrators and supervisors may set forth specific rules and regulations governing an

employee’s conduct on the job within a particular building.

Lega Reference: §20-1-201, MCA School officers not to act as agents

Policy History:
Adopted on: 01-10-03
Revised on:
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Tobacco Free Policy 5225

The School maintains tobacco free buildings and grounds. Tobacco includes, but is not limited
to, cigarettes, cigars, snuff, smoking tobacco, and smokeless tobacco. Use of tobacco by
employees or the public will not be allowed in any buildings or grounds, nor will employees be
allowed to use tobacco while on duty. Prohibitions on tobacco use are applicable at all times.

Tobacco products may be permitted in a classroom or on other school property as part of a
lecture, demonstration, or educational forum sanctioned by a school administrator or faculty
member concerning the risks associated with use of a tobacco product.

Under the 2005 amendments to 20-1-220, MCA, revocation of the following provisions of this
policy will take place effective August 21, 2005:
1. All designated “ Smoking Areas’ are eliminated.
2. The“Grandfather Clause” permitting live-in- house parents to smoke within their
residence during off-duty hours is eliminated.

Enforcement and penalties for violating any provision of this policy will be in compliance with
Section 8, 20-1-220, MCA

Lega Reference: § 20-1-220, MCA Use of tobacco product in public school building or on
public school property prohibited.
88 50-40-101, et seq., MCA Montana Clean Indoor Air Act of 1979

Policy History:
Adopted on: 10-14-92
Revised on: 07-15-05
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Drug-Free Workplace 5226

The Montana School for the Deaf and the Blind is committed to a drug-free workplace.

It isthe policy of the state of Montana and this School that the unlawful manufacture,
distribution, dispensing, possession or use of a controlled substance by any employee in the
workplace is prohibited.

An employee who violates this prohibition is subject to disciplinary action, up to and including
discharge, as provided in the Discipline Handling Policy, ARM 2.21.6505 et seq. Disciplinary
action may include required participation in anapproved drug abuse assistance and rehabilitation

program.

This policy statement is adopted in compliance with the Drug-free Workplace Act of 1988 (Publ.
L. 100-690, Title V, Subtitle D).

Policy History:
Adopted on: 03-20-89

Revised on:
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Network Acceptable Use — Electronic Information, Services and Networks 5229

Overview

MSDB recognizes that as telecommunications and other new technologies shift the ways that
information may be accessed, communicated and transferred, those changes may also alter
instruction. In afree and democratic society, access to information is a fundamental right of
citizenship.

Telecommunications, because they may lead to any publicly available file server in the world,
will open classrooms to broader array of resources. Electronic information research skills are
now fundamental to preparation of citizens and future employees during an Age of Information.
MSDB expects that staff will blend thoughtful use of such information throughout the
curriculum and that the staff will provide guidance and instruction to students in the appropriate
use of such resources. MSDB requires that al such materials support and enrich the curriculum
while taking into account the varied instructional needs, learning styles, abilities and
developmental levels of the students.

Genera school rules for behavior and communications apply to use of the network and Internet
access. Network storage is school property. Users should not expect that files stored on servers
and workstations will be private. Network administrators may review files and communications
to maintain system integrity and to ensure that staff members are using the system responsibly.

Communication over networks should NOT be considered private. Messages may sometimes be
diverted accidentally to a destination other than the one intended. Electronic mail and
telecommunications are to be utilized with care to share confidential information about students
or other employees, as messages are not entirely secure. All communications on the network are
under the jurisdiction of FERPA. This law states that no one can share confidential information
about another person without permission. Parental permission is required for sharing information
and pictures of minors (under 18). Courts have ruled that old messages may be subpoenaed, and
network supervisors may examine communications in order to ascertain compliance with
network guidelines for acceptable use.

MSDB uses filtering software that prohibits access by staff to content that is defined in section
1460 of Title 18 US code as obscene or defined in Section 2256 of Title 18 as child pornography
or “harmful to minors’. Our filter technology is up and running at al times. System
administrators regularly schedule a check of the system to ensure functionality. MSDB blocks
al on-line mail, chat rooms, and other forms of direct communication from outside our network
to ensure the safety and security of minors. Staff will actively supervise all Internet access.

Staff Rights and Responsihilities

MSDB expects that all employees will learn to use electronic mail and telecommunications tools
and apply them daily in appropriate ways to the performance of tasks associated with their
positions and assignments. MSDB may rely upon this medium to communicate information, and
all staff will be responsible for checking and reading messages daily. Toward that end, the Board
of Public Education directs the Superintendent to provide staff with training in the proper and
effective use of telecommunications and el ectronic mail.
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MSDB encourages staff to make use of telecommunications to explore educational topics,
conduct research, and contact others in the educational world. MSDB anticipates that the new
network will expedite the sharing of effective practices and lessons and will help staff stay on the
leading edge of practice by forming partnerships with others across the nation and around the
world.

MSDB expects staff to teach proper computer usage and network/Internet access to the students
under their supervision. It is the responsibility of each staff member to observe and supervise his
or her students access to the Internet. The primary purpose of technology is for education.
Using entertainment (non-educational programs/arcade-type programs) on the computers should
only be utilized for appropriate reasons and/or at appropriate times. For students in the
residential program, it is the cottage staff members responsibility for such guidance as they do
with other information sources such as television, telephones, movies, radio and other potentially
offensive media

Employees are expected to communicate in a professional manner consistent with state laws
governing the behavior of school employees and with federal laws governing copyrights. The
Montana State Ethics Law stipulates that state-owned computers not be used for personal or
(outside agency) business reasons.

If astaff member forgets or misplaces hisher password, he/she is to report to either the Network
Manager or Technology Coordinator to have the password reset. The Network Manager or
Technology Coordinator will then reset that person’s password and inform him/her of the
change. At the next logon, the staff member will enter the password assigned by either the
Network Manager or Technology Coordinator, but will be required to change it immediately
upon logon, and will not be allowed access to the computer or network until the password is
changed.

Rules
The following are NOT permitted:

1. Sharing confidential information including pictures, addresses, phone numbers, passwords
and financial account numbers

. Sending or displaying offensive messages or pictures

. Using obscene language

Harassing, insulting or attacking others

. Using on-line e-mail, instant messaging or chat rooms

. Using others' passwords

. Trespassing in others folders, documents, or files

. Using the Internet without a signed agreement form and using or alowing unsupervised use
of the Internet

. Engaging in practices that threaten or disrupt the network or workstation function (e.g.,
breaking computers, downloading files that may introduce a virus, intentionally wasting
network resources, €etc.)

10. Unauthorized access including “hacking” and other unlawful activities

11. Employing the network for commercia purposes

12. Assisting a campaign for election of any person to any office or for the promotion of or
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opposition to any ballot proposition
13. Promoting, supporting, or celebrating religion or religious institutions

Sanctions

1. Violations may result in a loss of access.

2. Additional disciplinary action may be determined at the building level in line with existing
practice regarding inappropriate language or behavior.

3. When applicable, law enforcement agencies will be involved.

Policy History:
Adopted on: 10-18-95
Revised on: 11-09-01
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Prevention of Disease Transmission 5230

"There are many diseases carried by blood. The two most @mmon are the HepatitisB Virus
(HBV) and the Human I mmunodeficiency Virus (HIV)."

"Bloodborne pathogens can cause infection by entering your body in avariety of ways, including:
a) open cuts
b) nicks
) skin abrasions
d) dermdtitis
e) acne
f) the mucous membranes of your mouth, eyes or nose.

Bloodborne diseases can also be transmitted indirectly. This can happen when you touch an object
or surface contaminated with blood or other infectious materials and transfer the infection to your:

a) mouth

b) eyes

) nose

d) open skin

Contaminated surfaces are amagjor cause of the spread of hepatitis. HBV can live on environmental
surfaces dried and at room temperatures for at least one week.

All staff who are considered during the performance of their regular duties, to be at risk for
excessive exposure to body fluids shall:

1) receive the proper series of HBV inoculations

2) wear rubber, latex or vinyl gloves

3) attend an inservice presented by our registered nurse

4) exercise al precautions necessary and appropriate to the situation at hand

5) be meticulous in handwashing

Groups who shall have HBV inoculations are:
1) nursing
2) multihandicapped staff

Those who should consider receiving the inoculations are:
1) Preschool Staff
2) Housekeeping Staff
3) Maintenance Staff
4) Other staff working closely with students at risk
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The cost of the immunizations will be paid by MSDB. Any employee who does not wish to be
immunized, must sign aform stating their refusal.

cite  "Bloodborne Pathogens'
Coastal Video Communications Corp.
3083 Brickhouse Court
VirginiaBeach, VA

I recognize and have been advised completely asto the risk
of (HBV) and have been advised to receive the proper series of immunizations.

Please be advised that | will not take the recommended immunizations.

Policy History:
Adopted on: 10-28-94
Revised on;
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Procedures For Personnel and Children | nfected With Acguired | muno Deficiency  5230P
Syndrome (AIDS) And Aids-Related | lInesses

The overwhelming preponderance of available medical and scientific opinion indicates there is no
evidence that the AIDS virusis casualy transmitted in ordinary School, occupational, or socia
settings. The Montana School for the Deaf and Blind recognizes that any employee suffering from
a potentidly terminal illness may want to maintain anormal lifestyle including continuing to work
for as long as the employee maintains acceptable performance standards and the medical evidence
indicates that there is no health or safety threat to the other employees or students.

The City County Health Department has assumed responsibility to provide information regarding
the communicability to others of any known infected child's or employee's condition and reporting
changes to the Superintendent and other appropriate School officias, in the event that a student or
employee presents a heath or safety threat to other students or employees. Therefore, the following
policies and procedures, designed to serve as a basis for making decisions regarding infected
persons, will be followed by M.S.D.B.

1 EMPLOY EES

a School palicies relating to life, health and disability benefits will apply to all
regularly insured employees as required by law.

b. School employees or potential employees known to be infected with AIDS and
AIDS-related illnesses will follow procedures required by law and those required by
the School.

C. School employees who have responsibility for clean-up and disposal of blood or
body fluids will discharge that responsibility while taking the proper medical
precautions, treating each student as if they had AIDS or an AIDS-related illness.
Proper safety equipment required for these precautions shall be provided by the
School and utilized by the employees.

d. School employees with questions about this policy, its interpretation or the
information upon which it is based, are instructed to contact the Superintendent.

2. STUDENTS

a Any child with AIDS or an AIDS-related illness who is known to or reported to
employees of the School, shall be reported by name immediately to the Health
Officer, Director of Nursing, or STD Program Coordinator at the City-County
Health Department, in compliance with procedures required by law.

b. A child with AIDS or an AIDS-related iliness shdl be alowed to attend School and
to participate fully in programs and activities offered by the School, aslong as
physically, emotionally and mentally capable and the medical evidence indicates that
there is no health or safety threat to the student or to others.

C. Based onindividual circumstances special programming may be warranted. 1f
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warranted the School shall provide appropriate services as required by law.

e An infected child's parent(s) will be notified when a communicable disease (e.g.
meades or chicken pox) occurs at the School which would be threatening to the
AIDS infected child, so that the infected child may be excluded from School during
the outbreak.

3. EDUCATION

a The School, whether AIDS infected employees or children are involved or not, shall
take steps as determined by the Superintendent to educate parents, students and
School employees regarding AIDS, how it is transmitted and not transmitted, and
how best to contain it from spreading.

4. GENERAL

a Steps will be taken to protect the confidentiality of a School employee or student
with AIDS or AIDS-related infection. All medical information obtained from or
about employees or students with AIDS or any of its related conditions will be
treated with confidentiality in compliance with the law. Employeesinvolved in
breaches of confidentiality shall be subject to disciplinary action.

b. School employees or students who engage in arefusal to work, or attend School, or
to withhold their services for fear of contracting the disease by working with an
AIDS infected person, will be subject to disciplinary action.

C. No specia consderation for transfer requests will be made for employees or
students who fedl threatened by co-workers or students with AIDS-related
conditions.

Policy History:
Adopted on: 10-14-92
Revised on:
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Personngl Records 5231

The Montana School for the Deaf and the Blind will maintain a personnd file in the office of the
Superintendent for each employee it employs.

The Superintendent shall be the records manager for personnd files and shal have the overdl
responsibility for maintaining and preserving the confidentiaity of personnd files. He may,
however, designate another official to perform the duties of the records manager for him.

The records manager is responsible for granting or denying access to records.

Employee Access to HisHer Personnd File

An employee may have access to his’her own personnel file a al reasonable times, i.e. during
regular office hours.

The right to access includes the right to make written objections to any information contained in the
file.  Any written objections must be signed by the employee, and it shall become part of the
personnel file.

General Access to the Employee's Personnel File

Access to an employee's personne file may be given to the following persons without the consent of
the employee:

The Superintendent and his daff maintaining the file, the pincipa or the dean of students (as
appropriate), and the employee's supervisor.

No other person may have access to the employee's personnel file except under the following

circumstances:

1 When the employee gives written consent to the release of hisrecords. The written consent
must specify the records to be released and to whom they are to be released. Each request
for consent must be handled separately; blanket permission for release of information shall

not be accepted.
2. When subpoenaed or under court order.
3. When an employee's competency or job performance becomes anissue in any personnel

action, and then only to attorneys or representatives of the employee and MSDB or the
Board of Public Education who are or will be involved. Thisaccessin no way authorizes
these persons to in any way grant access to these records to any individual.

4, When MSDB receives a request for an employee personnd record or for information
contained in arecord, the Superintendent/staff shall balance the employee's right of privacy
and the public's right to know on a case-by-case bass. The Superintendent/staff may release
otherwise confidential information when the balancing test and the requirements of Montana
Human Rights Division v. City of Billings (1982) 199 Mont. 434, 649 P.2d 1283, are met.

5. The balancing test is composed of the following steps:

@ determine whether a matter of individua privacy is involved;
(b) if aprivacy interest exists, determine the demands of that privacy and the merits of
publicly disclosing the information at issue, and
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(© decide whether the demands of individua privacy clearly outweigh the demands of
public disclosure.

In conducting the balancing test, the following requirements shall be met:
@ a showing of relevance and need;
(b) seeking of information through less intrusive means, and
(© reduction of non-relevant or particularly sensitive matters.

6. The Americans with Disabilities Act of 1990 (ADA) provides that information regarding
medica examinations or inquiries is a confidential medical record which must be collected
and maintained on separate forms in separate files from employee personnel records. Access
is restricted to supervisors and managers when identifying restrictions on the employee's
work or duties or identifying necessary accommodations; first aid and safety personnd,
when appropriate, if the disability might require emergency treatment, and on request from
government officials investigating compliance with the ADA.

Additions to the Evaluation Section of the Personnd File

No complaint, commendation, suggestion, or evaluation may be placed in the employee's file unless
the comment is signed by the person making the complaint, commendation, suggestion, or
evauation.

RULE | PUBLIC OR CONFIDENTIAL STATUS OF EMPLOY EE PERSONNEL RECORDS

@ An employee's name, position, title, dates and duration of employment and salary are public
information and shall be released on request. The Superintendent or other official may not
require justification for the request. The Superintendent or other official may require that the
request be in writing.

2 Confidentiality of employee/applicant information supplied during the recruitment process
is determined as provided in Rule 1.

3 Employee/applicant information which aways is confidential and therefore not subject to
the balancing test described in Rule |, includes, but is not limited to:

@ medical records;

(b) socia security numbers;

(© documentation of aclaim of employment preference, including the DD-214 for
veteran's preference and certification by the Department of Public Health and
Human Services for handicapped preference,

4 Other employee personnel records are considered confidential and subject to the balancing
test. Requestsfor confidential employee personnel records are subject to the procedure and
requirements provided for in ARM 2.21.6611.

RULE Il RECRUITMENT AND SELECTION INFORMATION

(@D} Information provided by job applicants on the state of Montana employment application is
public information, except the social security number and the applicant survey, unless at the
time of application, an applicant requests that the information remain confidential.

2 During recruitment, a department may identify in advance and notify applicants of a point in
the process where confidentiality of the information iswaived. Typicaly, this notification
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would be included in the job vacancy announcement for a position. Thiswaiver could
cover the complete process, be at the point applicants are selected for interview, identified
as finalists for the position or any other point the department chooses. An applicant who
declines to have information released shall be considered to have voluntarily withdrawn
from the selection process.

3 Supplemental information which is submitted as part of the application process shal be
confidential, for example, documentation in support of aclaim of employment preference,
resume, transcript, personal references, work samples or responses to supplemental
questions.

4 When a current or former employee applies for other employment, a person who has access
to the employee's personnel record may rely on information in it to respond to a request for
employment information, such as a reference check or background investigation. The
information may be provided without obtaining prior approva from the employee. A
department shall apply the balancing test described in this sub-chapter to respond to requests
to view specific paper or electronic employee personne records in which an employee has a
reasonable privacy interest. (Auth. 2-18-102 MCA; Imp. 2-18-102 MCA)

2.21.6622 CLOSING (1) This sub-chapter shal be followed unless it conflicts with negotiated
labor contracts or specific statutes, which shall take precedence to the extent applicable.

Policy History:
Adopted on: 10-14-92
Revised on:
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Abused And Neglected Child Reporting 5232

An MSDB employee who has reason to suspect that a student may be an abused or neglected
child shall report such a case of the Montana Deportment of Family Services by calling 1-866-
820-5436. The employee shall immediately notify the Superintendent, principal or dean of
students that a report has been made and will be asked to complete MSDB form 5232F, Report
of Suspected Child Abuse or Neglect. An employee does not discharge the obligation to
personally report by notifying the Superintendent, principal or dean of students.

Any MSDB employee who fails to report a suspected case of abuse or neglect to the Department
of Family Services, or who prevents another person from doing so, may be civilly liable for the
damages proximately caused by such failure or prevention, and is guilty of a misdemeanor. The
employee will also be subject to disciplinary action, up to and including termination.

In the event a student over the age of elghteen years reports a home condition that may require
protective care, the student should be helped to contact a law enforcement officer for advice, and
should be informed that she/lhe may go in person to the Cascade County Department of Public
Health and Human Services to request assistance.

Lega Reference:

841-3-201, MCA Reports

841-3-202, MCA Action on reporting

841-30203, MCA  Immunity from liability

841-3-205, MCA Confidentiality — disclosure exceptions
841-3-207, MCA Pendlty for failure to report

Policy History:
Adopted on: 03-15-02

Revised on:
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Report of Suspected Child Abuse or Neglect 5232F

Original to: Department of Family Services
Copiesto: Superintendent/Principal or Dean of Students

From: Title:

The above information does not have to be disclosed on this form

School: Phone:

Persons contacted:? Superintendent? Principal? Dean of Student? Teacher? School Nurse
? Other

Name of Minor: Date of Birth:

Address: Phone:

Date of Report: Student’ s Attendance Pattern:

Father: Address; Phone:
M other: Address; Phone;
Step Parent/

Guardian: Address: Phone:

Any suspicion of injury/reglect to other family members:

Nature and extent of the child’ s injuries, including any evidence of previous injuries, and any
other information which may be helpful in showing abuse or neglect, including all acts which
lead you to believe the child has been abused or neglected:

Previous action taken, if any:

Name of Social Worker or Intake Worker taking the report:

Follow- up meeting or notes:

Policy History:
Adopted on: 03-15-02
Revised on:
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Resolution of Staff Complaints/Problem Solving 5240

Any employee who believes that the Board of Public Education or its agents have violated their
rights guaranteed by the State or Federal constitution, State or Federal statute, or Board policy
may seek complaint resolution as outlined in Montana Operations Manual, Volume |11, Policy 3-
0125 “Grievances’. It isthe objective of this policy to provide minimum standards for the
procedure to be used to adjust grievances filed by eligible employees.

The Montana School for the Deaf and the Blind will endeavor to respond to and resolve
complaints without resorting to this grievance procedure and, if a complaint isfiled, to address
the complaint promptly and equitably. The request of an employee to prompt and equitable
resolution of the complaint filed outside of MOM, Policy 3-0125 shall not impair the employee's
pursuit of other remedies. Use of the grievance procedure as outlined in Grievance Procedure,
2.21.8017, ARM, is not a prerequisite to the pursuit of other remedies, and use of this grievance
procedure does not extend any filing deadline related to the pursuit of other remedies.

It isthe policy of the state of Montana that employees who have attained permanent status may
file a grievance as provided in these rules, unless the employee is covered by a grievance
procedure provided under a collective bargaining agreement or a statutory grievance procedure.

Incidents of sexual harassment must be reported using the procedure in the sexual harassment
prevention policy, found at ARM 2.21.1305 (also found at policy 3-0620, Montana Operations
Manual, Volume I11).

Incidents that are aleged to be in violation of the Americans with Disabilities Act (ADA) of
1990 must be reported using an ADA complaint resolution procedure if such a procedure has
been adopted by a department. Otherwise, the employee shall proceed under this policy.

A job classification appeal must be resolved through the procedure adopted by the Board of
Personnel Appeals at ARM 24.26.501 et seq., and may not be filed under any other grievance
procedure.

Nothing in this policy precludes an employee who is aleging unlawful discrimination from
concurrently exercising any statutorily-protected right to timely file a complaint with a civil
rights enforcement agency.

Lega Reference: 3-0125, MOM Grievances
2.21.8017, ARM Grievance Procedure
2.21.1305, ARM Sexual Harassment Prevention Policy History
ADA, 1990 Americans with Disabilities Act
24.26.501, ARM Wage and Classification Appeals

Policy History:
Adopted on: 11-15-03
Revised on;
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Reduction In Force 5256

Reduction in force (RIF) refersto a personnel action resulting in an employee being laid off from
his or her position for non-disciplinary reasons. The RIF may become necessary for reasons
including, but not limited to: elimination of programs; reduction in FTE's by the legidature;
reduction in number of students served; lack of funds; expiration of grants; or reorganization.

RIFs affecting School personnel covered by a collective bargaining agreement, which specifiesthe
RIF procedure to be followed, will be conducted in accordance with the collective bargaining
agreement.

In the event a RIF affecting School personnel not covered by a collective bargaining agreement is
necessary, consideration will be given to the programs to be carried out by the School and the
staffing pattern which, after the RIF, will most expeditioudy achieve program objectives (see
M.O.M. Palicy 3-0155). Employees will be considered for retention in terms of skill and length of
continuous service in the School.

Skill means an assessment of: (1) qualifications and experience to perform the duties of a specific
position which will be retained; (2) genera qualifications and experience beneficia to future
achievement of School goals and objectives; (3) the performance on specific, related tasks to those
required by the position which will be retained; (4) general performance history. If skill does not
differentiate between employees being considered for retention, then length of continuous service to
the School will be considered.

Employees with permanent status and satisfactory job performance who are subject to lay-off and
are qualified to fill avacancy shall be given first consideration for the vacant position.

An employeeto be laid off will be notified in writing by the Superintendent as much in advance of
the anticipated action as possible and must be given written notice a minimum of 10 working days
preceding the effective date of the lay-off.

An employee who has been laid off will be given preference for reinstatement or rehire for a period
of one calendar year from the date of termination. The School shall maintain aroster of employees
who have been laid off and offer reinstatement on a "last-out/first-in" basis by skill match and job
classification. An employee shall be reingtated to the same position or a position in the same class
when such a position becomes vacant if such vacancy occurs during the employee's preference
period. Specific reinstatement offers shall be made to the employee in writing. The employee must
accept or regject the reinstatement offer in writing within 5 working days following receipt of the
offer. If areinstatement offer is regjected by the employee, the employee loses all rightsto the
employment offered. The School is no longer required to reinstate or grant preference to a laid-off
employee who has rejected a previous reinstatement offer. Such regjection ends the preference

period.
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Upon recdl from alay-off or upon placement of an employee during the preference period
necessitated by alay-off, the employee's sdlary shal be determined as if the employee had never
been laid off. The employee need not serve the qualifying period for use of annual leave and sick
leave.

An employee who is reinstated to a grade lower than the one held at lay-off will be treated as a
voluntary demotion. The employee will receive the same step as the position from which he was
lad-off at the grade assigned to the new position.

If an individua is reemployed by the School after the preference period has expired, that
individual's salary shall be step 1 of the assigned grade. Further, the employee must begin anew
earning time toward the qualifying period for annua leave and sick leave.

Lay-off shall not be used as an dternative to discharging an employee for cause or disciplinary
purposes. Unsatisfactory employees will be terminated subsequent to complete and appropriate
evaluation, review and documentation.

If the lay-off is anticipated to last longer than 15 working days, the employee will be terminated.
Upon termination due to reduction in work force, the employee may cash out accumulated annual
leave and sick leave and may cash out retirement contributions or the School may alow the
employee to maintain accumulated annud |eave and sick leave for a period of one calendar year
from the date of lay-off, even though terminated. An employee must receive cash out for accrued
leave credits at the end of the preference period or if hired by another agency, unless the hiring
agency agrees to assume the liability for the accrued leave crediits.

The lay-off policy described above applies to permanent, full or part-time employees, and does not
apply to seasonal employees whose employment is regularly interrupted by the seasona nature of
their work or to temporary employees with a specific employment period.

Lega Reference: MOM 3-0153Reduction in Work Force
ARM 2.21.5001-5011

Policy History:
Adopted on: 10-14-92

Revised on:



MSDB
PERSONNEL

Employee Absences 5320

It is the responsbility of each employee to notify their supervisor or department head whenever they
are unable to report to work. If the supervisor or department head is unavailable, they should report
directly to the Superintendent or other administrator in charge.

If an employee fails to report to his immediate supervisor or the Superintendent, he/she will be
subject to disciplinary action.

Policy History:
Adopted on: 10-14-92
Revised on:
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Employee L eave During School Closure Inaccessibility 5323

When the School is temporarily closed by the Superintendent or declared inaccessible because of
severe wegther, civil distubance, loss of utilities or other disruption, affected employees shall be
authorized administrative leave with pay to cover their scheduled hours of work during the closure
or inaccessibility.

An employee who works at the School during such closure (with administrative approva) shall be,
in addition to regular salary, granted time off equa to the number of hours worked. If overtime is
involved, it shall be compensated as provided by law.

When a severe storm or other magjor disruption occurs during the day and the Superintendent or
designated representative authorizes early release of employees, the resulting time off shall be
charged to administrative leave with pay.

It is each employee's responsibility to make the decision if it is too dangerous to come to work due
to severe weather, civil disturbance, loss of utilities, or other disruption. If an employee chooses to
stay home and the Superintendent does not close the school, the employee will be granted persona
leave, vacation leave, or leave withou pay depending on the leave they have available.

Policy History:
Adopted on: 10-14-92
Revised on:
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Student Teachers/Interns 5440

The School recognizes its obligation to assist in the devel opment of members of the teaching
profession. The School shall make an effort to cooperate with accredited institutions of higher
learning in the education of student teachers and other professionalsin training (such as interns)
by providing a reasonable number of classroom and other real- life situations each year.

The School and the respective training institutions shall enter into mutually satisfactory
agreements whereby the rules, regulations, and guidelines of the practical experiences shall be
established.

The Superintendent shall coordinate all requests from cooperating institutions for placement with
the principal and/or dean of students so that excessive concentrations of student teachers and
interns shall be avoided.

If space is available in the cottage and on the approval of the dean of students, student
teacher/interns may live in the cottage facility at no charge while they are completing their
teaching/intern assignment. While in the cottage student teacher/interns must comply with al
rules and regulations established by the dean of students.

Asagenerd rule:

(@D} a student teacher shall be assigned to ateacher or other professional who has agreed to
cooperate and who has no less than three (3) years of experience in the profession;

2 asupervising professional shall be assigned no more than one (1) student teacher/intern
per school year;

3 the supervising professional shall remain responsible for the class;

4 the student teacher shall assume the same conditions of employment as aregular teacher
with regard to meeting the health examination requirements, length of school day,
supervision of co-curricular activities, staff meetings, and in-service training; and

(5) thestudent teacher shall be subject to the school policy regarding background checks, if
the student teacher has unsupervised access to children.

Cross Reference: PERSONNEL 5122 Fingerprints and Criminal Background
Investigations

Lega Reference: § 20-4-101(2) and (3), MCA System and definitions of teacher and
specialist certification — student teacher
exception

Policy History:
Adopted on: 07-16-04
Revised on;
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Professiona Development 5600

In accordance with the commitment of the Board of Public Education and the requirements of
A.R.M. 10.55.714 for professiona development of School personnd, all employees will have
opportunities to participate in short-term, job-related training programs for the purpose of upgrading
skills. When M.S.D.B. requiresthe training, al costs of the programs will be covered by the
School. However, the School does not pay costs involved for teachers to secure or maintain
certification or endorsements.

Legal Reference: ARM 10.55.744

Policy History:
Adopted on: 10-14-92
Revised on:
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Employment and Training Requirements for Paraprofessionals 5620

Paraprofessionals need not be certified, however those assigned to work with specia education
students must be supervised by ateacher or professional designated as primarily responsible for
instructional planning.

The supervising teacher must have regularly scheduled communication and direction with the
paraprofessional and not delegate activities that require professional skill, knowledge or
judgment.

For paraprofessionals to be considered for employment, they must meet the rigorous standard of
assessment as outlined in the No Child Left Behind Act, Section 1119. Paraprofessionals must
demonstrate for each of the following Core Knowledge and Skills:

an understanding of the distinctions between the roles and responsibilities of certified/

licensed staff and paraprofessionals;

an ability to provide positive behavioral support and management;

an ability to practice ethical and professional standards of conduct, including the

requirements of confidentiality;

aknowledge of (a) patterns of human development and milestones typically achieved

at different ages, and (b) risk factors that may prohibit or impede typical development;

an ability to motivate and assist students to (@) build self-esteem, (b) develop

interpersonal skills that will help them avoid isolation in different learning and living

environments, and (c) strengthen skills to become more independent by monitoring

and controlling their behavior;

an ability to follow the health, safety, and emergency procedures of the agency

where they are employed,;

an ability to use appropriate technology and equipment;

an ability to provide special care or physical assistance; and

an ability to utilize appropriate strategies and techniques to provide instructional support

in avariety of settings.

The following conditions aso apply to paraprofessionals hired after the date of enactment of the
new law, which was January 8, 2002:

1 To be considered for employment as a paraprofessional, the applicant must have:
1) completed 2 years of study at an ingtitution of higher learning, or
2) obtained an associate or higher degree, or
3) completed an Assessment of Basic Skills demonstrating competency in areas of
reading, writing and math.

2. Structured interview questions, as well as the results from the Assessment of Basic Skills,
will be used as an initial screening device to assess the level of competency of
paraprofessionals in meeting each of the standards for the Core Knowledge and Skills.
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3. If the paraprofessional meets the minimum competencies of the Assessment of Basic
Skills and the structured interview, he/she will be hired contingent on completing an
orientation and continued professional development to meet standards. The supervisor
will verify those competencies that the paraprofessional meets by signing the interview
form and initialing each skill or knowledge the paraprofessional demonstrates.

4, Orientation (using the OPI Resource Guide for Administrators, Educators and
Instructional Aides) will be given within the first 2 weeks of employment to formally
assess entry level requirements for the standards of Core Knowledge and Skills.

5. ? Ongoing Professional Development will be provided to assist new and existing
paraprofessionals to meet the advanced requirements of the Core Knowledge and Skills.
All existing paraprofessionals have four years to meet the following requirements by
January 8, 2006:

1. The attached standards will be used as a portfolio/ competency checklist by existing
paraprofessionals. Paraprofessionals will keep a portfolio of information that
demonstrates the paraprofessional has met the standards. This can be demonstrated
through participation in a class, interview with the paraprofessional, or demonstration by
the paraprofessional of those competencies and/or portfolio.

2. Assessment of academic skillsin the area of reading, writing, and math will need to be
completed for those paraprofessionals who have not met the requirement of 1) completed
2 years of study at an institution of higher learning OR 2) obtained an associate or higher
degree.

3. The supervisor is responsible to verify that the paraprofessional has met the standard.
Some kind of verification should be included in the paraprofessiona portfolio to verify
that the paraprofessional has met each standard.

4, Ongoing Professional Development will be provided to assist existing paraprofessionals
to meet the standards for Core Knowledge and Skills.

Legal Reference: ARM 10.55.715
NCLB § 1119 Qualifications for teachers and paraprofessionals

Policy History
Adopted on: 11-16-03

Revised on:
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Employment and Training of Non-licensed Substitute Teachers 5625

Any nontlicensed substitute teacher must complete a minimum of three hours of training, as
approved by the Board of Public Education. Thistraining will consist of:

1 hour - Orientation to campus programs and safety policies and procedures
1 hour - Orientation to classroom procedures
1 hour - Orientation to lifting, positioning and feeding of multi- handicapped students

An nontlicensed substitute must have received a high school diploma or attained a passing score
on the general education development assessment.

A fingerprint background check must be conducted on each non licensed substitute teacher and
the teacher cannot be employed until state and federal authorities have reported the results of the
background check or until the School has conducted a reference check of the applicant.

Lega Referencee ARM 10.55.716

Policy History:
Adopted on: 11-16-03

Revised on:
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Student Supervision 5700

Itisapolicy of the Montana School for the Deaf and the Blind that the care and supervision of the
students is the responsibility of their assigned adult supervisors. This responsibility is never to be
relinquished by an employee to a student.

Thispolicy affects both the academic and residential components of the School and includes both
on and off campus events.

As clarification, at no time will a student or group of students be held solely responsible for:

1 escorting students from one area to another; i.e. between buildings or departments
2. accompanying and/or supervising a student or group of students to the restroom
3. supervising a student or group of studerts when an adult is not present

Staff members are not permitted to assign students to work with other students under any
circumstance. Programs of this nature must be authorized by MSDB administrative staff prior to
their inception.

When a student is performing a service involving other children as part of a preestablished and
adminigtratively sanctioned job for which the student is being paid, it is required that the
performance of that job remain within the direct visual or physica supervision of an employee at all
times.

A teacher shdl not, at any time, leave students unattended (without adult supervision) in his/her
classroom.

Policy History:
Adopted on: 03-05-97

Revised on:
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Employee Contact With Students 5701

It is the regponsibility of the Montana School for the Deaf and the Blind to provide a positive and
nurturing environment for the students who attend School and reside on the MSDB campus. The
School recognizes that positive relationships between staff and students are critical for successful
communication, instruction and mentoring. The School also recognizes that all students and
their families have certain guaranteed rights to privacy, and those unique relationships between
students and MSDB staff exist only because the student has been placed at MSDB under an |EP.
In the absence of that placement, no faculty or staff would have access to a student. The School
also recognizes that al students must be provided equal access to social and recreational
activitiesby MSDB’s programs, faculty and staff. Under these unique conditions, the School
may choose to exercise control over the interaction that faculty and staff have with students both
inside and outside of their assigned work schedule.

All staff is prohibited from taking students to, or supervising students at, any home or residence
which is not controlled by a parent or guardian, or where a parent or guardian is not present.

All staff must receive prior approval from the administration before asking a parent for
permission to invite a student to join them in off-campus activities, outside of their scheduled
work hours and before inviting the student to do so.

Parents or guardians must authorize all contact between off-duty faculty or staff and students.

The administration may deny parent authorized contact between faculty/staff and students, in
off-campus activities outside of their scheduled work hours when that contact may be disruptive
to the residential or education programs or when the administration believes that such contact
may not be in the best interest of any student.

Policy History:
Adopted on: 03-15-02

Revised on:
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Useof Force/Abuse 5710

Ensuring the health, safety and security of the students enrolled at MSDB is the paramount
concern of everyone employed by the School. To this end, every employer who has regular
supervised or unsupervised contact with students will be familiar with and comply with the
procedures outlined within the "progressive discipline plan” contained in the "MSDB Student
Handbook". This plan is designed to provide students and staff opportunities to work
cooperatively to promote student behaviors necessary and conclusive to learning in a positive
learning environment.

Physical or psychological abuse or neglect, as defined in MCA 41-3-102 and MCA 45-5-625,
which isinflicted on a student for the purpose of intimidation or coercion, constitutes “Abuse of
Force’. In no case will faculty or staff utilize an abuse of force to obtain compliance of a student
with any directive. In the event that a student demonstrates noncompliant, disrespectful and/or
disorderly behavior, faculty and staff are to refer the student to their immediate supervisor for
progressive disciplinary action.

Faculty or staff may use physical restraint, intervention techniques or force only in cases when
by hig/her actions, a student poses a clear and present danger to him/herself or othersor to
protect property from serious harm. Only in these instances may a faculty or staff member use
physical force or restraint to protect herself/himself, another student or another staff member, or
to protect property from serious harm as defined in MCA 20-4-302.

When physical restraint is necessary to protect students from injuring himself or others, an
administration approved program of restraint techniques will be utilized. Faculty and staff will
receive appropriate training before being allowed to use restraint techniques.

If afaculty or staff member is unfamiliar with, untrained or uncomfortable in utilizing approved
techniques, he/she must request immediate assistance from an administrator or employee trained
to utilize restraint techniques.

In the event that a faculty/staff member uses physical force against a student for any reason, the
immediate supervisor or an administrator is to be notified immediately, and a written summary is
to be prepared by the employee and submitted to the administration before the end of their
scheduled duty day.

Any employee who doesn't have regular supervised or unsupervised contact with studentsisto
avoid any interaction with a noncompliant, disrespectful or disorderly student and is to make an
immediate report to their supervisor or administrator.

Any faculty or staff member found to have subjected a student to physical force for any reason
other than to protect the student from harming himself or others will be subject to disciplinary
action up to and including termination.

Faculty and staff discovered to have subjected any student to any form of abuse; sexual, physical
or psychological will be reported to the Department of Public Health and Human Services and/or
local law enforcement for investigation as outlined in MCA 41-3-201.



Any faculty /staff reported for investigation is subject to immediate suspension and possible
termination pending the outcome of any investigation.

Legal Reference: MCA 45-5-625, Sexual abuse of children
MCA 41-3-102, Definitions
MCA 20-4-302, Discipline and punishment of pupils
MCA 41-3-201, Child abuse ad neglect, reports

Policy History:
Adopted on: 03-15-02
Revised on:



MSDB
PERSONNEL

Use of Physical Restraint 5710P

Faculty or staff may use physical restraint, intervention techniques or force only in cases when
by his/her actions, a student poses a clear and present danger to him/herself or others. Only in

these instances may a faculty or staff member use physical force or restraint to protect himself,
another student or another staff member from serious harm as defined in MCA 20-4-302.

In this statute there are 6 reasons identified in which a School employee may use restraint on a
student: 1) to stop afight 2) to protect oneself 3) to protect a student or to protect one student
from another, 4) to take aweapon or dangerous object from a studert, 5) to move a student from
one area to another, and 6) to protect School property. Using force or restraint is clearly justified
with reasons 1, 2, 3, and 4, which constitute emergency situations. It isless clear when ateacher,
cottage life attendant or other staff person would be justified in using force to move or redirect a
student or to protect property, which are not emergency situations, when the use of force could
result in injury to the student or the staff person.

Any adult who uses restraint or force on a student runs the risk of being charged with a
misdemeanor, under MCA 20-4-302 section 7, or being held liable, in a civil case under MCA
20-4-302 section 8, for assault or physical abuseif it isfound by ainjury that the restraint or
force was unnecessary or unreasonable.

Procedure

1) To protect everyone, students and staff alike, teachers, teacher assistants, cottage life
attendants, or other staff WILL NOT put their hands on, use physical restraint, or use
other force on a student to: 1) relocate a student or 2) protect property.

a) When a student needs to be relocated or restrained from leaving an area or
restrained to prevent the destruction of property the staff or faculty isto
immediately call a supervisor or administrator or the education, cottage or
administrative office for assistance.

b) An emergency number will be provided to staff or faculty so that they can contact
the on-duty supervisor for assistance.

) If the on-duty supervisor does not respond, staff or faculty are to contact the
education, cottage or administrative office for assistance.

While waiting for assistance, staff or faculty are to:

) Clear the area of other studentsif the offending student’ s behavior is
posing a potential risk to others.

i) Give the offending student space and disengage in communicating with
the student.

i) Seek assistance from another staff person, in the immediate area, to
monitor the student while waiting for the on-duty supervisor.



iv)
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Attend to the other students after assistance has arrived.

2) To protect everyone, students and staff alike, teachers, teacher assistants, cottage
life attendants, or other staff MAY use reasonable or necessary physical restraint
to protect a student from harming him/herself, other students or staff, or the staff
member.

a)

b)

Legal References:

Policy History:

This includes instances whereby alowing the student to leave an area the
student places him/herself in danger or by allowing the student to destroy
property the student is at risk of hurting him/herself or others.

i) When physical restraint is necessary to protect students from
injuring himself or others, a program of administration approved
techniquesi.e. the Mandt System, David Mandt and Associates,
will be utilized. Faculty and staff will receive appropriate training
before being alowed to use restraint techniques.

i) If afaculty or staff member is unfamiliar, untrained or
uncomfortable in utilizing approved techniques, he/she must
request immediate assistance from an administrator or employee
trained to utilize restraint techniques.

In the event that a faculty/staff member uses physical force against a
student for any reason, the immediate supervisor or an administrator is to
be notified immediately and a written summary is to be prepared by the
employee and submitted to the administration before the end of their
scheduled duty day.

Any employee who does not have regular supervised or unsupervised
contact with studentsis to avoid any interaction with a noncompliant,
disrespectful or disorderly student and is to make an immediate report to
thelr supervisor or administrator.

MCA 20-4-302. Discipline and Punishment of Pupils

Adopted on: 03-15-02

Revised on:
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MSDB
ADMINISTRATION

Goas 6000

The administrative staff’s primary functions are to manage to School and to facilitate the
implementation of quality educational and residential programs and outreach services. Itisthe
goal of the Board that the administrative organization:

1 provide for efficient and responsible supervision, implementation, evaluation and
improvement of the instructional, residential and outreach programs, consistent with the
policies established by the Board;

2. provide effective and responsive communication with staff, students, parents, constituents
in the public schools and other citizens; and

3. foster staff initiative and rapport.

The School’ s administrative organizationshall be designed so that all programs and departments
of the School are part of a single system guided by Board policies which are implemented
through the Superintendent. The Principal, Dean of Students and other supervisors are expected
to administer their facilities in accordance with Board policy and the Superintendent’s rules and
procedures.

Policy History:
Adopted on: 07-16-04

Revised on:
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Superintendent 6110

Duties and Authorities

The Superintendent is the School’ s executive officer and is responsible for the administration
and management of the School’ s education and residential programs, in accordance with Board
policies and directives and state and federal law. The Superintendent shall prepare and submit
reports and other information requested by the Board and pursue professional and technical
contacts that will contribute information and guidance toward effective and efficient operation of
the School. The Superintendent is authorized to develop procedures to implement Board policy
and to delegate duties and responsibilities. Delegation of power or duty, however, shall not
relieve the Superintendent of responsibility for the action which was delegated.

Qualifications and Appointment

The Superintendent must be of good character and of unguestionable morals and integrity. The
Superintendent shall have the experience and the skills necessary to work effectively with the
Board, school employees, students and the community. The Superintendent must demonstrate
the communication skills necessary to serve an effective liaison between the School, parents, the
Superintendent of Public Instruction, local school districts and other public and private
constituencies that have an interest in the School. The Superintendent shall have avalid
administrative certificate and Superintendent’ s endorsement issued by the State Certification
Board and acquire within the first year of employment sufficient total communication skills to
effectively communicate with deaf students and staff.

Evaluation

The Board will evaluate, aleast annually, the performance of the Superintendent, using standards
and objectives developed by the Superintendent and Board, which are consistent with the
School’s mission and goal statements. A specific time shall be designated for a formal
evaluation session. The evaluation should include a discussion of professional strengths, as well
as performance areas needing improvement.

Compensation and Benefits

The Board and the Superintendent shall enter into an employment contract which conforms to
this policy and state law. This contract shall govern the employment relationship between the
Board and the Superintendent.

Legal Reference: § 20-8-113, MCA Duties of Superintendent of the Montana School for the
Deaf and Blind
§20-8-120, MCA Communications skills required of certain employees

Policy History:
Adopted on: 10-14-92

Revised on: 07-16-04
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MSDB
FINANCIAL MANAGEMENT

Goas 7000

Since educational programs are dependent on adequate funding and the proper management of
those funds, School goals can best be attained through efficient fiscal management. As trustee of
state, federal funds allocated for use in public education, the Board shall fulfill its responsibility
to see that funds are used to achieve the purposes intended.

Because of resource limitations, fiscal concerns often overshadow the educational program.
Recognizing this, the School must take specific action to ensure that education remains primary.
This concept shall be incorporated into Board operations and into all aspects of School
management and operation.

In the School’s fiscal management, the Board seeks to achieve the following goals:
1. Engage in advance planning, with staff, the Governor’s Budget Office, the Legidative
Fiscal Division and community involvement, to develop budgets that will achieve the

greatest educational returnsin relation to dollars expended.

2. Establish levels of funding which shall provide superior education for the School’s
students as defined by their Individual Education Plans.

3. Provide timely and appropriate information to School and Budget Office staff who have
fiscal responsibilities.

4. Establish efficient proceduresin all areas of fiscal management.

Legal Reference: Title 20, Chapter 9, MCA  Finance

Policy History:
Adopted on: 07-16-04

Revised on;
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FINANCIAL MANAGEMENT

Budget and Program Planning 7110

The biennial budget is evidence of the Board’s commitment to the objectives of the Education
and Student Services Programs of the Montana School for the Deaf and the Blind. The budget
supports the immediate and long-range goals and established priorities within all areas,
residential, instructional, non-instructional, and administrative programs.

The biennial budget, as developed through the Executive Planning Process (EPP) shall be
communicated to the Board of Public Education for its consideration during even numbered
years. The Superintendent and Business Manager shall present:

March meeting — new expenditure requests to be submitted to the Governor’ s Office of
Budget and Program Planning (OBPP),

May meeting — proposed requests for long range building to the Department of
Administration; Architecture and Engineering Division,

November meeting — the biennial budget as approved by the OBPP for legidative
consideration and approval.

Program planning and budget development shall provide for staff and constituent participation
and the sharing of information prior to submission the Governor’s Office.

Policy History:
Adopted on: 10-14-92
Revised on; 07-16-04
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FINANCIAL MANAGEMENT

Donations and Gifts 7260

Pursuant to MCA 20-8-111, the Montana School for the Deaf and Blind Foundation, Inc. shall
render to the Board the receipt, holding, management, use and disposa of al real and persond
property transferred to the Board or to the State of Montana by purchase, gift, devise, bequest or
otherwise, and the proceeds, interest and income thereof for the use and benefit of the students and
programs of the Montana School for the Deaf and Blind.

The Foundation shall establish and maintain a written policy covering the acceptance, management
and expenditure of Foundation, property, proceeds, interest and income. Quarterly reports shall be
provided to the Board concerning the acceptance and disposition of all property obtained by it or
transferred to the Montana School for the Deaf and Blind.

Legal Reference: §20-8111, MCA Duty of board of Public Education asto Property of
School
10.59.101, ARM BOPE Policy Statement

Policy History:
Adopted on: 10-14-92
Revised on: 07-16-04
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Accounting System Design 7325

The School accounting system shall be established to present, with full disclosure, the financial
position and results of the financial operations of the School’ s funds and account groupsin
conformity with generally accepted accounting principles. The accounting system must be in
compliance with the accounting system requirements established by legidlative action and
policies and procedures required by the Administrative Financial Services Division of the
Department of Administration. The accounting system shall be able to demonstrate compliance
with finance-related legal and contractual provisions.

Policy History:
Adopted on: 07-16-04

Revised on:
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FINANCIAL MANAGEMENT

Documentation and Approval of Claims 7326

All financid obligations and disbursements must be documented in compliance with statutory
provisons and audit guidelines. The documentation will specificaly describe acquired goods
and/or services, the budget appropriations applicable to payment, and the required approvals. All
purchases, encumbrances and obligations and disbursements must be approved by the administrator
designated with the authority, responsbility and control over the budget appropriations. The
responsibility for approving these documents cannot be del egated.

The School business office will be responsible for the development of the procedures and forms to
be used in the requisition, purchase and payment of clams.

Policy History:
Adopted on: 07-16-04

Revised on:
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Personal Reimbursements 7335

While it is recommended that all purchases of goods or services be made within established
purchasing procedures, there may be an occasional need for an employee to make a purchase for
the benefit of the School from personal funds. In that event, an employee will be reimbursed for
a personal purchase under the following criteria

1. It is clearly demonstrated that the purchase is of benefit to the School.
2. The purchase was made with the prior approval of an authorized administrator.
3. The item purchased was not available from resources within the School.

4, The claim for personal reimbursement is properly accounted for and documented with an
invoice/ receipt.

The School business office will be responsible for the development of the procedures ard forms
to be used in processing claims for personal reimbursements.

Policy History:
Adopted on: 07-16-04

Revised on;
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Travel Allowances and Expenses 7336

Every School employee will be reimbursed for travel expenses related to official School
business. School employees who are not exempted by another policy will be reimbursed
according to the current State levels pursuant to Montana law. All travel expenses must be
reported on the established travel expense and voucher forms and approved by the employee's

supervisor.

The School business office will be responsible for the devel opment of procedures and formsto
be used in connection with travel expense claims and reimbursements. Generally the School will
not reimburse an enployee for personal car mileage when a school vehicle is available for use,
unlessit is determined by the Superintendent to be in the best interest of the school.

Legal Reference: §2-18-501, MCA

§ 2-18-502, MCA
§ 2-18-503, MCA
§2-18-504, MCA
§2-18-511, MCA
§2-18-512, MCA

Meals, lodging, and transportation of personsin
state service

Computation of meal allowance

Mileage — allowance

Mileage computed by shortest traveled route

Claim for expenses

Prohibition on travel expenses for conventions-
exceptions

MOM v.1, 1-0310.30 Use of personal vehicles

Policy History:
Adopted on: 07-16-04
Revised on:
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Accounting for Student Funds 7420

The Montana School for the Deaf and Blind has a fiduciary responsibility to properly account for
student funds held in trust. These funds must be accounted for pursuant to Generally Accepted
Accounting Principles (GAAP). All transactions involving student funds are to be recorded on
the Student Funds A ccounting Program software. An individual hard copy fileis to be kept for
each student documenting all accounting transactions involving their funds.

The Student Services Program is authorized to maintain a cashbox containing an amount
sufficient to meet student cash needs in the cottage. The cashbox must be secured in a lockable
safe. Reimbursement of the cashbox must be made by check. Supporting documentation for
each cashbox reimbursement is to be kept on file in the Business Office as well as a hard copy of
each transaction involving student funds.

The school is authorized to deposit student funds, not needed to meet current cash flow needs, in
a checking account.

Legal Reference: §2-7-509, MCA Audits of school-related organizations,
costs, criteria

Policy History:

Adopted on: 09-10-79

Revised on: 09-22-95
07-16-04
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Extra- and Co-Curricular Funds 7425

The Adminigtration is responsible for the establishment and management of student extra- and co-
curricular funds. The purpose of student extra- and co-curricular funds shall be to account for
revenues and disbursements of those funds raised by students through recognized student body
organizations and activities. The funds shall be deposited and expended by check, in a bank
account maintained by the School for student extra- and co-curricular funds. The use of the students
extra- and co-curricular funds is limited to the benefit of the students. Students shall be involved in
the decision-making process related to the use of the funds.

Specific procedures are available in the business office.

Legal Reference: §29-9-504, MCA Extra-curricular fund for pupil functions

Policy History:
Adopted on: 07-16-04

Revised on:
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MSDB
NON-INSTRUCTIONAL OPERATIONS

Goas 8000

In order for students to obtain the maximum benefits from their educational program, a complex
set of support services must be provided by the School. These services are essential to the
success of the School, and the staff that provides them is an integral part of the educational
enterprise. Because resources are always scarce, all assets of the School operations, including
non-instructional support services, shall be carefully managed in order to obtain maximum
efficiency and economy. To that end, the goal of the School isto seek new ways of supporting
the instructional program that shall maximize the resources directly available for students
learning programs.

Policy History:
Adopted on: 07-16-04
Revised on;
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Transportation 8100

Transportation of Residential and Day Students from Home to School

The School for the Deaf and the Blind shall provide the transportation expenses allowed for
residential students at the School for the Deaf and the Blind who are residents of the State of
Montana limited to the number of round trips to the student’ s residence as specified in the school
calendar approved by the Board of Public Education. The Superintendent shall determine the
method of transportation to be provided to a student, pursuant to rules adopted by the Board of
Public Education on trarsportation of residential students at the School.

The Superintendent of the School for the Deaf and the Blind may grant a variance from this
provision, but in no event may a reimbursement for travel expenses be provided for travel in
excess of the total number of trips approved in any school fisca year.

Transportation of day students residing in the Great Falls Public School District shall be the
responsibility of the district in accordance with district policy.

Transportation of day students residing in neighboring districts shall be the responsibility of the
digtricts in accordance with individua district policies.

Transportation of Students During the School Day and for Extra-curricular Activities

Responsibility for transportation of students between the MSDB campus and mainstream
classroom placements with the Great Falls Public Schools will be in accordance with decisions
made by the IEP teams.

Legal Reference: § 20-8-121, MCA Transportation of students at school

§ 20-7-441, MCA Special education child eligibility for
transportation

§ 20-10-101, MCA Definitions

§20-10-121, MCA Duty of trustees to provide transportation
types of transportation-bus riding time
[imitation

§ 20-10-122,MCA Discretionary provision of transportation
and payment for this transportation

§ 20-10-123, MCA Provision of transportation for nonpublic
school children

10.7.101, et seg., ARM Pupil transportation

10.64.101-700, et seq., ARM Transportation
No Child Left Behind Act of 2001 (P.L. 107-110)

Policy History:
Adopted on: 07-16-04
Revised on:
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School-Owned Vehicles 8121

MSDB owns and maintains certain vehicles. Included among them are vans, sedans, pickups,
and school buses. These are for use by properly authorized personnel of the School for school
business purposes.

Any driver who receives a citation for adriving violation wile operating a School vehicle shall
personaly pay al fineslevied. All citations received while an employee of MSDB, operating a
School vehicle, must be reported to the Superintendent and may result in disciplinary action up
to and including termination.

Bus and V ehicle Maintenance

Buses used in the School’ s transportation program shall be in safe and legal operating condition.
All buses shall be inspected by the Department of Justice, Montana Highway Patrol, before the
beginning of each semester. The Business Manager shall establish a specific list of tasks that bus
drivers shall perform on aregular basis. All other School vehicles shall be maintained following
established programs as developed by the Business Manager.

Guidelines for Use of State-Owned Vehicles

Restrictions on Use of State-Owned Vehicles

State employees with avalid driver’s license appropriate to the type of vehicle may drive a state
vehicle as part of their work assignment for the purposes of traveling and conducting business on
behaf of the state. Employees must aways have the license in his’/her possession while
operating a state-owned vehicle. Employees may park a state vehicle overnight at his/her
residence if the employee must begin travel the next day or if the employee is subject to
emergency response, on-call or other off-shift duties associated with employment. Employees
on authorized, work-related overnight travel away from home may drive to a cultural,
recreational, leisure activity or to conduct personal business if the activity iswithin 30 miles of
the employee's lodging.

Only authorized passengers are alowed in state vehicles. Authorized passengers include state
employees conducting business on behalf of the state, students enrolled at the school and non
state employees who are: independent cortractors conducting business on behalf of the state,
rendering assistance to a disabled state employee, a guest or client of the state if conducting or
providing service that is a benefit to the business of the state. This includes parents/guardians of
students served by MSDB if the purpose for transportation is connected to the business of the
School or outreach program. Any exceptions must have prior written approval of the Risk
Management and Tort Defense Division (RMTD).

Employees must immediately report to their supervisor, any traffic citations for a moving
violation for which he/she has been cited while operating a state vehicle. Executive Order No. 9-
70 requires the following action for speeding violations while driving a state vehicle:

First offense- notification to agency
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Second Offense-official written reprimand with a copy placed in the personnd file
Third Offense- dismissal from state employment

A state employee required to drive as part of his/her duties must report any single driving
infraction of 5 or more conviction points according to the schedule in 61-11-203, MCA,
accumulated while driving a state vehicle or a personal vehicle for state business.

A nonprobationary employee who has accumulated 12 or more conviction points while driving
a state vehicle or a personal vehicle for state business over the most recent 36 months may not
drive a state or personal vehicle for state business until having successfully completed a certified
safe driver course approved by the RMDT and have received authorization to drive from the
Superintendent and RMTD. State employees who have accumulated 15 or more conviction
points may not drive a state vehicle or persona vehicle for state vehicle business until the
accumulated points total is less than 12 within the past 36 months.

A non-probationary employee who has accumulated 18 or more conviction points while driving
a state vehicle or a persona vehicle for state business over the most recent 36 months may not
drive a state or personal vehicle for state business until 2 years have passed during which time
they have not accumulated any conviction points and have successfully completed a certified
safe driver course approved by the RMDT and have received authorization to drive from the
Superintendent and RMTD.

Authorized drivers are responsible for promptly paying all penalties following the court
procedures established for contesting citations. The Superintendent has the authority to restrict
employees otherwise authorized as drivers from using state vehicles when it knows they are
unsafe drivers from means other than the accumulation of conviction points.

Rules of Operation

Employees must operate state vehicles in compliance with all applicable state and local
traffic regulations, Administrative Rules of Montana, Executive Orders and Agency
policies. State employees shall drive in a careful and prudent manner so as not to unduly
or unreasonably endanger the life, limb, property or rights of another person or
pedestrian.

No person under the influence of alcohol, illegal drugs, or isimpaired by the proper or
improper use of prescription drugs may drive a vehicle for state business. No person may
have an a coholic beverage container in a state-owned vehicle.

Employees operating state vehicles shall be responsible for ensuring that all occupants of
the vehicle use seat belts at all times and that children under 6 years of age, 40 pounds are
properly restrained in a child safety seat. Employees operating vehicles transporting
students are responsible for ensuring that students are seated at all times. Students must
be facing forward with arms, hands, legs and feet inside the vehicle at all times.

Employees will ensure that vehicles are returned to campus with no less than %4 tark of
gas. If transporting of students makes a gas stop unsafe or impractical, employees shall
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notify his’her supervisor. MSDB staff who are operating vehicles transporting students
are responsible to see that that vehicle interiors are returned to campus free of trash and
any spills are appropriately cleaned.

All vehicles must be checked out in advance from the school or cottage office.

Employees will park vehicles in safe and appropriate locations and ensure that vehicles
are locked and the windows are rolled up when unattended.

Employees may not affix bumper stickers or other items, or alter state-owned vehiclesin
any manner.

Reference ARM 2.6.201-2.6.210, Executive Order 9-70

Policy History:
Adopted on: 11-16-03

Revised on;
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School-Owned Vehicle Emergencies 8122

In the event of an accident or other emergency, the driver of any school-owned vehicle or bus
shall follow the emergency procedures devel oped by the Superintendent. A copy of the
“Emergency Procedures Manual” shall be located in each vehicle and bus. To ensure the success
of such emergency procedures, each driver shall conduct an emergency evacuation drill within
the first six (6) weeks of each school semester. MSDB shall conduct such other drills and
procedures as may be necessary.

Policy History:
Adopted on: 11-16-03

Revised on;
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Activity Trips

8132

All out-of-town transportation must be conducted by school buses or licensed private carriers.

1. The Administration Office will furnish buses for all transportation involving the
following:

a
b.

C.

o

9
2. Except

Trips approved by the Principa or Dean of Students.

Inter-city and intra-state transportation involving a school or cottage group
engaged in extracurricular or co-curricular activity.

Transportation for athletic events which are arranged by a head coach or the
Athletic Director through the Administration Office.

Transportation for all instructionally related field trips which are approved by the
Principal.

Trangportation for any group(s) of students engaged in extracurricular activity.
Transportation may be furnished for picnics, club field trips, social/recreational
activities, or groups viewing athletic events, if approved by the Principal or Dean
of Students.

Other transportation authorized by the Superintendent.

with a parent as specifically arranged for through the sponsor and approved by

the office prior to the trip, students cannot under any circumstances ride in private
automobiles during the course of traveling to or from an out-of-town school event in
which they are amember of the school's team or group.

a

Except as provided in paragraph #3 above, a student must remain with the group
a all timesin traveling to or from, and during, an out-of-town/in-town school
event. A written release of responsibility signed by the parent or guardian of the
student is required prior to permitting a student to separate from the group. The
student may only be released directly to a parent as specified in the parental
release for which approval is at the discretion of the administration and activity
SpPONSOr.

Although it is an exception to the general rule, for good cause students may
request permission to travel with a parent/guardian to or from school-sponsored
trips. "Good cause" includes but is not limited to conflicts with other school-
sanctioned events and medical emergencies. "Good cause" does not include
failureto plan, adesire to travel with family rather than the team or school
organization, inconvenience, dislike or planned travel times, or mode of
transportation or similar reasons.

For purposes of this regulation the term "a parent/guardian” means the parent,
legal guardian or grandparent of the affected student or the parent of another
student whom the student's parent has designated. Permission forms are available
in the administration and cottage offices and must be completed and submitted,
absent an emergency, at least one-week prior to the commencement of the
scheduled event.

2. The above regulations do not prohibit furnishing necessary transportation to studentsin
cases of emergency.

Policy History

Adopted on: 07-16-04

Revised on:
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Nutrition 8230

All meals prepared and served by the School shall meet or exceed the nutritional standards
required by state and federal school lunch programs.

To encourage the eating of nutritious lunches, competitive food sales including vending
machines shall not be permitted to operate anywhere on school premises during or for the period
of one (1) hour before and after meal times.

Any food sales of an occasional nature must have the prior approval of the Principal or the Dean
of Students.

Legal Reference: §20-10-204, MCA  Duties of Trustees

Policy History:
Adopted on: 07-16-04

Revised on:



MSDB
NON-INSDTRUCTIONAL OPERATIONS

Montana Safety Culture Act 8300

The Superintendent shall develop necessary safety and health standards, which comply with the
Montana Safety Culture Act. MSDB safety and health standards which comply with the
Montana Safety Culture Act may be found in the Montana School for the Deaf and the Blind
Employee Handbook.

The Montana School for the Deaf and the Blind has established an educational based safety
program that requires at a minimum a safety training program for new employees focusing on
genera safety orientation:

a) job or task-specific safety training and continuous refresher safety training,
b) periodic hazard assessment with corrective actions identified,
) appropriate documentation of performance of the activities; and
d) a safety committee.
The safety committee shall hold meetings on aregular basis:

a) to draft standardized procedures for reporting and investigating all work
related incidents, accidents injuries and illness; and

b) to establish policies and procedures that assign specific safety responsibilities
and safety performance accountability.

There will be a safety in-service for al staff at the beginning of each school year.

Legal Reference:
§39-71-1501, et seq., MCA Montana Safety Culture Act of 1993

Policy History
Adopted on: 03-05-97

Revised on;



MSDB
NON-INSTRUCTIONAL OPERATIONS

Safety Program 8301

The Board acknowledges the importance of safety for students, staff, and others having business
with the School. Safety education, accident prevention, and proper supervision are important as
protective measures and also OSHA means to promote a culture of safety awareness.

The Board directs the formation of a Safety Committee comprised of employer and employee
representatives, as outlined in the Montana Safety Culture Act.

The Board directs the development of an Exposure Control Plan for employees, to eliminate or
minimize work-related exposure to bloodborne pathogens, particularly Human
Immunodeficiency Virus (HIV) and Hepatitis B Virus (HBV).

The School will develop and maintain a comprehensive emergency response plan that addresses
al threats to students, staff, visitors and property. The plan will address all threats caused by
individuals, nature or weather and will provide guidelines and procedures for an immediate and
safe response that protects human welfare as well as property. Students and staff will receive
regular training on the implementation of safety procedures outlined in the emergency response
plan.

The School will participate in the prosecution of any individual(s) who may disturb any school
or school meetings, insult or abuse any school employee or student during the course of the
school/work day, or otherwise violate the laws of the State of Montana regarding school
disturbance or individual protection for school employees or students.

It shall be the Superintendent’ s responsibility to execute this program. The Superintendent may
delegate this responsibility to other staff members.

Lega Reference: 88 39-71-1501, et seq., MCA Montana Safety Culture Act
88 20-1-206, et seq., MCA Disturbance of school — penalty
8§ 20-1-401-407, MCA Disaster Drills Fire Drills and Safety
29 CFR 1910.1030 The Bloodborne Pathogens Standard
Policy History:

Adopted on: 03-15-02
Revised on: 07-16-04
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NON-INSTRUCTIONAL OPERATIONS

Dangerous Person on Campus 8302

The Superintendent shall establish procedures for action in the event that dangerous person(s) are
identified on the grounds or in the buildings on campus. Steps outlined in the “ Emergency
Response Manual” will be taken to address the threst.

1 Staff who have become aware of the danger will immediately move students to the
closest, safe area and contact the administration office sending a voice or text message
through the safest and most expedient means possible, i.e., in person, via phone/TTY or
e-mall.

2. Staff will account for all students keeping them together and follow emergency
instructions from the administration.

3. Program administrator/supervisors will send a pre-arranged message via phone/TTY
alerting faculty and staff of the danger.

4. Administrators/supervisors will lock all exterior doors and contact law enforcement.

5. Staff will shelter students in place until they are directed by a program administrator or
supervisor that the campusis clear.

Policy History:
Adopted on: 03-15-02

Revised on:
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Disaster Drills and Emergency Evacuation 8310

Disaster drillswill occur on aregular basis. The principal, Dean of Students and Business
Manager shall develop aplan of fire, civil defense, tornado and earthquake warning, protection
and evacuation for MSDB and for each building. There shall be at |east eight (8) disaster drillsa
year, four (4) of which shall be fire drills. The drills shall be held at different hours of the day or
evening to avoid distinction between drills and actual disasters. A record will be kept of al fire
drills.

The principa and/or dean of students shall be responsible for organizing and conducting such
emergency evacuation drills as are necessary and shall objectively evaluate the activity following
each such drill. The principal and/or dean of student’s office shall instruct staff including
teachers, assistants, secretaries, cottage life attendants, food services workers and maintenance
workers as to their respective responsibilities in an evacuation exercise.

Appropriate procedures for disaster drills will be discussed with students at the beginning of the
school year by all teachers and cottage life attendants. Evacuation routes and procedur es will be
posted in a conspicuous place near the exit door of every classroom, conference room, living
area, activity room and gymnasium.

An “Emergency Action Manual’ outlining procedures which address general emergencies,
natural and human caused disasters or disturbances will be reviewed with all faculty and staff at
the beginning of the school year. Copies of the manual will be maintained in each classroom and
living area and drills for room clear, shelter in place, lockdown and evacuation procedures will
be conducted quarterly.

Emergency Evacuation

The Superintendent shall establish procedures for the emergency closure of a building or a
program. The principal and dean of students shall establish emergency evacuation procedures
for each of the buildings in their programs.

When an emergency on campus or within a building threatens the safety and well being of
students, and/or interferes in the normal operation of the school necessitating total or partial
closure of the campus, the following procedure shall be followed:

1 The report of the emergency shall be directed to the Superintendent, principal or dean of
students office.

2. If the nature of the emergency calls for immediate action on the part of the principal,
dean of students or supervisor, he/she shall take necessary action following procedures
outlined in the “Emergency Action Manua’ and immediately report such action to the
Superintendent.
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3. The Superintendent, principal or dean of student’s office shall contact those departments
and/or schools who must assist in the emergency action.

4. When appropriate, the Superintendent’s office shall contact local fire and/or law
enforcement agencies.

Legal Reference: § 20-1-401-407, MCA Disaster Drills Fire Drills and Safety

Policy History:
Adopted on: 03-15-03

Revised on;
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Privately-Owned Property 8340

The School shall not assume responsibility for the maintenance, repair or replacement of any
privately-owned property brought to a school or School function unless the use or presence of
such property has been specifically requested in writing by the administration.

Policy History:
Adopted on: 07-16-04

Revised on:
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Use of Personal Carsfor School Business 8345

When travel related to work is necessary, all employees will use state-owned vehicles which can
be signed out for use through the Administration or Cottage Offices. In specific limited cases,
employees may use their personal vehicles related to their work assignment during the duty day.
In order to use a personal vehicle for work purposes, the following conditions must be met:

1) employees must have prior written approval from the program administrator before using
their persona vehicle for work related purposes.

2) employees must also maintain registration and liability insurance within the limits of
Sate law.

Students may never be transported in a persona car unless the previoudly listed conditions have
been met.

Mileage reimbursement for use of persona cars will be provided at the “ State” rate only if:

1) the employee receives prior written approval to use hisher personal car for work related
business

2) the employee must drive between two or more work assignments during the duty day

3) there are no state vehicles available for use at the time that transportation is necessary

According to administrative rule, when a state vehicle is available and an employee is given
approval to use hisher persona car, the mileage reimbursement rate will be at a reduced
“motorpool’ rate.

Legal Reference: MOM v.1, 1-0370.30

Policy History:
Adopted on: 11-14-03

Revised on:
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Records Management 8410

All agency and student special education records generated by the School will be managed
according to applicable federal and state statutes. Records may be destroyed as set forth in 34
C.F.R. 300.573 and § 20-1-212, MCA. At the beginning of each fiscal year, an application for
destruction of records will be completed and forwarded to the State Records Committee for
approval. Upon approval from the committee, the records will be shredded.

All recorded and nonrecorded agency records will be retained according to the General Records
Retention Schedule. Student special education records will be retained according to the Montana
Government Retention and Disposition Schedule; Schedule Title: School Districts, X111 Special

Education Records.

Legal Reference: 34 C.F.R. 300.573
§20-1-212, MCA
§ 2-6-202, MCA
§ 2-6-204, MCA
§ 2-6-205, MCA
§ 2-6-206, MCA
§ 2-6-211, MCA
§ 2-6-212, MCA
§ 20-7-101 (2), MCA
10.55.909, ARM

Policy History:
Adopted on: 07-16-04
Revised on:

Destruction of Information
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MSDB
SCHOOL FACILITIES

Goas 9000

The Board recognizes the importance the physical plant plays in enhancing the instructioral
program. The Board shall develop a program to maintain and/or upgrade the buildings and
grounds of the School. Facilities represent along-term investment of the School. The functional
utility of such facilities can be increased with a regular maintenance program monitored by staff.

The Board further recognizes the importance of planning in order to provide the anticipated
facility needs of the future. The School will work with the Governor’s Office and the
Department of Administration and Architecture and Engineering Division to review
demographic factors and develop long range plans for necessary changes in school facilities.

Policy History:
Adopted on: 07-16-04

Revised on:
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SCHOOL FACILITIES

Lease, Rental, Sale or Other Disposition of Real Property 9261

There shall be no lease, sale or other disposition of School property without the approval of the
Board of Public Education. For property jointly owned by the State of Montana and the
Montana School for the Deaf and the Blind Foundation, Inc., the approval of the Board and the
MSDB Foundation, Inc., is required.

Lega Reference: §20-8-110, MCA Property vested in School
§20-8-111, MCA Duty of Board of Public Education as to property of
School

Policy History:
Adopted on: 10-14-92

Revised on:
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Operation and Maintenance of School Facilities 9300

The School seeks to maintain and operate facilities in a safe and healthful condition. The
business manager, in cooperation with the principal, dean of students, fire chief and county
sanitarian, shall periodically inspect plant and facilities. S/he shall provide for a program to
maintain the School physical plant by way of a continuous program of repair, maintenance and
reconditioning. Budget recommendations shall be made each year to meet these needs and any
such needs arising from an emergency.

The business manager shall formulate and implement energy conservation measures. Program
managers and staff are encouraged to exercise other cost-saving procedures in order to conserve
the resources of the School within their buildings.

Legal Reference: 10.55.908, ARM School Facilities

Policy History:
Adopted on: 07-16-04
Revised on:
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Security 9320

Security means not only maintenance of buildings, but also protection from fire hazards and
faulty equipment, and safe practices in the use of electrical, plumbing, and heating equipment.
The Board requires close cooperation with local police, fire, and sheriff’ s departments and with
insurance company inspectors. Security also means ensuring the protection of student, faculty
and staff from the threat of intruders or unauthorized persons in the school buildings or on the
campus grounds at any time.

The Superintendent shall develop and implement a procedure for the control of access to school
buildings and grounds during all hours of operations. Access to the academic buildings, the
Mustang Center and grounds outside of regular school hours shall be limited to staff whose work
requires access. Access to the residential buildings during the late evening and nighttime hours
shall be limited to staff whose work requires such access. An adequate key control system shall
be established, which shall limit access to buildings to authorized staff and shall safeguard
against the potential entry of unauthorized persons.

MSDB maintains a locked door policy, as the doors to the school buildings, Mustang Center and
cottages will remain locked throughout the day except for single points of entry to each building
which are within site of administrative offices. With the exception of activities or events, all
visitors must register in the main school or cottage office prior to visiting any building or area of
campus.

L ocks and other protective devices designed to be used as safeguards against illegal entry and
vandalism shall be installed when appropriate to the individual situation. Nightwatch attendants
will be employed in each residential building during late evening and nighttime hours whenever
students are in residence. Employment of watchmen may be approved in Situations where
special risks are involved. All incidents of vandalism and burglary shall be reported to the
Superintendent immediately and to law enforcement agencies as appropriate.

Records and funds shall be kept in a safe place and under lock and key when required.

Lega Reference: §50-61-114, MCA Fire Chief and Fire Inspector to make inspections

Policy History:
Adopted on: 11-16-03

Revised on:
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Procedure for the Control of Access to School Buildings and Grounds 9320P

Procedures for Signing In and Out

Each building will have a designated single point of entry. This entry isto be used by al
students, staff and visitors during hours of operation.

There will be a procedure for sign+-in of all visitors and all persons doing business with the
school. Sign-in will require the name, purpose of the visit, location on campus and estimated
length of stay. Each building will have proper signage instructing visitors to report to a central
location so that they may sign-in.

Each visitor or person doing business on school grounds or in any building will wear an
identification badge.

All visitors will be required to sign-out at the end of the visit or after completing business.

Securing of Door and Issuing Keys

Keyswill be issued for buildings to employees for purposes related to their work. All doors with
the exception of those specified as single points-of-entry, are to be remained locked at all times.
If an employee unlocks a door for any reason, he or she must lock the door immediately behind
himself or herself. Doors may never be propped open and security bars must remain in place
after regular school hours. Security systems may never be tampered with, left unsecured or
disarmed. Doing so may be cause for immediate termination.

Keyswill be issued for specific buildings based on the following criteria:

1. The employee has a work assignment in a specific building on aregularly scheduled
basis.

2. The employee must have access to a specific building in the event of an emergency.

3. The employee must have access to a specific building to perform required maintenance.

4, The employee must sign for each key issued and is responsible for it's safekeeping. The
employee may be responsible for costs associated with the rekeying of building(s) if his
or her key islogt.

5. Employees who have work assignments in more than three buildings on campus, may be
issued a campus master key, at the discretion of the Superintendent.

6. At the discretion of the Superintendent any program administrator or supervisor may be
issued a campus master key.

7. Campus master keys will be maintained in lock boxes in education, cottage and

administration offices as well as on the outside of the main entrance to Bitterroot Hall in
alocation which will be made known to city police and fire services.

Policy History:
Adopted on: 11-14-03
Revised on:
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SCHOOL FACILITIES

Facilities Operations 9330

The operationof the School’ s facilities shall be the responsibility of the Superintendent through
the business manager in cooperation with the principal and dean of students. The business
manager shall manage the operation of the facilities through the maintenance suypervisor of the
School’ s school facilities.

An adequate staff of custodia personnel will be employed by the School to operate the School’s
facilities. This responsibility shall include, but not necessarily be limited to, the following:

1 Adequate and timely maintenance and operation of each facility’s heating and/or cooling
system.
2. Proper cleaning and maintenance of the School’s physical properties, including walls,

floors, roofs, ceilings, and equipment in those facilities.
3. Adequate care of and timely lamp replacement in each facility’s lighting system.

4, Proper care of each facility’s grounds including shrubs and trees, and playground areas
and equipment.

5. Timely removal of snow and ice from sidewalks and parking lots.

Because of the nature of facility operations, this service shall be provided not only during the
normal scheduled working day and working year, but shall also occur during those times when
the building is occupied outside of regular hours.

Policy History:
Adopted on: 07-16-04
Revised on:
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Snow Removal 9331

It is the policy of the School to keep sidewalks, curb cuts for handicap access, and entrances to
buildings free from snow and ice accumulations. Pursuant to this policy, the Maintenance
Department will perform the following in order of priority during periods of snow accumulation:

@ Clear accumulations from campus sidewalks: Maintenance Foreman will arrive at school
between 5:00 AM and 5:30 AM and using snow removal equipment will clear campus
sidewalks and curb cuts for handicap access. Maintenance Foreman will arrange for
night maintenance worker to come in no later than 9:00 AM to finish clearing snow from
building entrances.

@ If residue remains on sidewalks after use of equipment, the Maintenance Foreman
or his designee will apply salt to major traffic areas.

2 Sidewalks around rental property: Maintenance Foreman or designee, after clearing
accumulations from campus sidewalks, will clear snow from city sidewalks located on
rental property jointly owned by the State of Montana and the Montana School for the
Deaf and the Blind Foundation Inc.

3 Parking Lots: If time permits during the normal eight hour shift, the Maintenance
Foreman or his designee will plow parking lots in the following order:

@ Main parking lot located off 3911 Central Avenue;

(b) Parking lot located next to Aspen Hall off 2nd Avenue North;
(© Parking lots located around the cottage complex;

(d) Parking lot adjacent to rental units

Policy History:
Adopted on: 03-05-97
Revised on:
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School-Wide Asbestos Program 9350

It is the intent of the School that the Asbestos Hazard Emergency Response Act (AHERA) and
al of its amendments and changes be complied with by all MSDB employees, vendors, and
contractors.

Lega Reference: 15 USC § 2641 Congressional findings and purpose
Policy History:

Adopted on: 07-16-04
Revised on:












